Appendix 1

| SUPPLEMENTARY QUESTIONS GUIDE

Information on completing the Supplementary Questions:
Minimum 1500 to 3000 Characters for each question area

In the supplementary questions section, you are required to describe some of your personal
achievements to date that demonstrate certain necessary skills and qualities required for the
position.

All question areas must be completed and remember that you will be questioned on all areas at
interview. The instructions below will help you to complete your answers, but you should also
consider these instructions when you are preparing for interview.

For each Question Area, you are given a description of a skill or quality. You are then asked to
describe a situation, from your own experience, which you think is the best example of what YOU
have done which demonstrates this skill or quality. It is essential that you describe how you
demonstrated the skill or quality in question.

The information you present here may form part of a ranking exercise process, and may also be
used to help structure your interview, if you are invited to one. A ranking exercise may apply
based on the information you provide in your application form. This means that a ranking board
will “rank” applicants based on information put forward in the supplementary questions section
of your application form. Interviews may be held on a phased basis, inviting applicants to
interview based on the position held in the ranking exercise. A primary panel will be formed of
candidates successful in the first phase of interviews. If subsequent interviews are held candidates
successful at these interviews will be added to the end of the primary panel and will be listed with
a lower order of merit.

Therefore, compose your replies carefully in this section and try to structure what you write so
that you give specific information about what you have done - for example, do not simply say that
“X was successful”, describe exactly what you did and how you demonstrated the skill or quality
in question.

Do not exceed the space allowed in the boxes. One of the key skills required of the Clinical
Nurse Specialist, Palliative Care is the ability to write clearly and concisely and your written
communication skills will be assessed against what you write on your application form.

For each example please include the following:

(@) the nature of the task, problem or objective;

(b) what you actually did and how you demonstrated the skill or quality (and, where
appropriate, the date you demonstrated it);

(c) the outcome or result of the situation and your estimate of the proportion of credit you
can claim for the outcome.

Please do not use the same example to illustrate your answer to more than two skill areas.
Please note that, should you be called to interview, the board may look for additional examples

of where you demonstrated the skills required for this post so you should think of a number of
examples of where you demonstrated each of the skills.

Notes:
¢ You may use a computer to reproduce these pages and type your replies
e It is recommended that you keep a copy of this section of the application form



| Guidelines for Completing the Supplementary Questions

Supplementary Questions are designed to help you to present relevant evidence in order that
decision makers can evaluate how well you ‘fit’ the requirements of a particular role. Relevant
evidence is usually drawn from your work experience and the way in which you have accomplished
a range of activities. Those involved in screening the applications will be evaluating the
information you give against specific skills required for effective performance in the role. To do
this they need you to give enough detail so that they can tell what you actually did and how you
did it.

The people doing the screening will not assume that you demonstrate a skill at the right level just
because of your current role, length of experience or educational qualifications. These do not
give enough evidence about how you accomplished relevant tasks.

So, if a question is about your approach to decision making, you need to do more than describe
your current role and list important decisions you have made. You will need to describe how you
reached relevant decisions.

Some guidelines for presenting yourself well are given below: -

e Give specific examples - most questions will ask you to describe an example of when you have
demonstrated a skill: try to do this concisely but with enough detail so that the reader will be
clear about what you actually did. This detail might include information about timescales,
the number of people involved, budgets etc. It can help to use bullet points to that the
sequence of events is clear to the reader.

e Give a range of examples - if possible, base your answers on different situations or challenges
you faced rather than rely on just one experience. This helps the reader to evaluate how you
tackle different challenges and not just your behaviour in a ‘one off’ situation.

o Be concrete rather than theoretical - a clear description of how you actually behaved in a
particular situation (and why) is of much more use to the reader than a vague or general
description of what you consider to be desirable attributes.

Examples on how to complete this section of the application form

Skill Area: Communication Skills: able to adapt your communication style to particular
situations and audiences.... able to produce clear and concise written information....

Example 1: | was responsible for producing important management reports and supporting
presentations for a range of important and high-profile clients. Through my understanding of
the clients’ needs and my effective communication skills, | have ensured that the reports that go
to the clients are relevant and focused, and are continually improved. The reports | have
produced and the presentations | have made were well received by all my clients. As a result of
the combination of my analytical thinking and interpersonal and communication skills, my brief
has been extended to lead the development of the strategic plan for the organisation.

Example 2: (a) The unit | was attached to was responsible for producing a management report
and supporting oral presentation for several large clients, some with significant problems and
issues to report. In some cases, the management report was publicly available and was subject
to a great deal of scrutiny. A new style/format of management letter needed to be developed
for my clients, as many of the clients were complaining that the letters were too large/long and
difficult to read.

(b) | was tasked with developing a new style of management letter for the clients. | had to meet
stringent quality requirements/criteria whilst addressing the need to reduce its size. Following
consultation, mainly over the phone and face-to-face, with the majority of our clients, | realised
that a summarised report format with a better visual and more interactive presentation was the




answer. | developed a format for a summarised report, reducing the average length from 40
pages to just 10. | achieved this through careful editing of information and increased use of
graphs etc. | then developed a more focused presentation to clients and included more graphical
displays and incorporated short presentations by colleagues directly involved in producing the
work. During the presentations | encouraged clients to ask questions and develop their
understanding of the issues at hand.

(c) The summarised management report and improved presentations were seen as a success by
the clients, who with exception, in responding to an evaluation survey, found the new
format/style better than the previous, and all requested that the revised system should be
continued. 80% credit

Example 1 (above):

This is not a good example because it:
- does not give sufficient details of exactly what the person did or how they actually
demonstrated their “effective communications skills”

also, it is not clear where the information requested at (a), (b) and (c) (supplementary section)
is presented.

EXAMPLE 2 (ABOVE):

This is a better example because it:
- describes exactly what the person did and how they communicated, for example

“......consultation, mainly over the phone and face-to face” & “developed a format for a
summarised report, reducing the average length from 40 pages to just 10” “achieved this
through careful editing of the information and increased use of graphs”. “encouraged
clients to ask questions”

also, it is clearer where the information requested at (a), (b) and (c) of the supplementary
question section is presented.

|Appendix 1 |

(i) EEA Nationals

EEA nationals who do not require work permits / visas / authorizations are nationals of the
following countries: Austria, Belgium, Croatia, Denmark, Finland, France, Germany, Greece,
Ireland, Italy, Luxembourg, The Netherlands, Portugal, Spain, Sweden, United Kingdom, Cyprus,
Czech Republic, Estonia, Hungary, Latvia, Lithuania, Malta, Poland, Slovakia, Slovenia, Norway,
Iceland, Liechtenstein, Switzerland, Bulgaria and Romania.

(ii) NON-EUROPEAN ECONOMIC AREA APPLICANTS WHO RESIDE WITHIN THE STATE
In order that we can process your application it will be necessary for you to submit the following
scanned documentation:

A scanned copy of your passport showing your identification i.e. the first page of your passport
showing your photograph and personal details and current immigration stamp showing you have
permission to be in this State.

And

A scanned copy of your current Certificate of Registration (GNIB card) showing Stamp 1, Stamp 4/
4EUfam, Stamp 5

Or

A scanned copy of your current Certificate of Registration (GNIB card) showing Stamp 3 and
scanned copies of the following:




e Marriage/Civil Partnership Certificate

And

e Spouse’s passport showing their identification and current immigration stamp and their current
GNIB card showing Stamp 1, 4 or 5

Or

e |f your spouse holds a Stamp 2 for the purposes of PhD study, please include a copy of their
passport showing their identification and current immigration stamp and their current GNIB
card showing Stamp 2 and documentary evidence from the relevant educational institution
showing that they are a PhD student.

Applications that are not accompanied by the above documents where necessary will be
considered incomplete and will not be processed any further.

This means that your application will not be submitted for the ranking exercise and subsequent
invitation to interview.

For more details on EEA countries please see visit the Department of Jobs, Enterprise and
Innovation website www.djei.ie

Personal Public Service Number (PPS Number)

In order to work in Ireland you should have a PPS Number. This is a unique reference number that
is used by the employer to make the required tax and social insurance contributions on your behalf.
You can apply for a PPS Number through the Department for Social Protection. You can find more
detailed information about this at the following web pages:
http://www.welfare.ie/en/Pages/ppsn.aspx

Please note:

St. John’s Hospital welcomes applications from suitably qualified Non-EEA Nationals that have
refugee status. We would be grateful if such applicants would provide documentary evidence
confirming their status.

Appendix 2

All appointments will require satisfactory security clearances. Please note if you require overseas
security clearance and are unable to produce it at the time of job offer then the job offer may be
withdrawn.

If you lived in any country for 6 months or more other than the Republic of Ireland or Northern
Ireland you will be required to provide security clearance for each jurisdiction in which you have
resided. Your security clearance must be dated AFTER you left that country and cover the entire
period of your residence. Seeking security clearances from other countries (e.g. UK, USA etc) are
the responsibility of the candidate. It is a process which can take an amount of time. Therefore
if you are interested in pursuing a career within St. John’s Hospital we would strongly advise that
you commence seeking international security clearances now.

All applicants will need to apply for a vetting disclosure from the National Vetting Bureau. This
process will be initiated by St. John’s Hospital for the confirmed successful candidate
recommended for the post.

If you have resided in countries outside of the Republic of Ireland and Northern Ireland for a period
of 6 months or more, it will be mandatory for you to furnish this department with a Police
Clearance Certificate from those countries stating that you have no convictions recorded against
you while residing there. You will need to provide a separate Police Clearance Certificate for
each country you have resided in. Clearance must be dated after the date you left the
country/countries.


http://www.djei.ie/
http://www.welfare.ie/en/Pages/ppsn.aspx

Note: Candidates who studied outside of Ireland e.g. in the UK, please pay particular attention to
this. You will require UK disclosure to cover the entire period you were in the UK. Clearance
must be dated after you left the UK.

The following websites may be of assistance to you in this regard:

United Kingdom

London:

http://content.met.police.uk/Site/infomationaboutyourself

Metropolitan Police Service - Your right to information

www.disclosurescotland.co.uk
http://www.south-wales.police.uk/more-about-us/your-right-to-information/data-protection/
www.north-wales.police.uk

The http://www.police.uk/forces/ website will provide you with a link to each police force site
in the UK. Click on the relevant force covering the area where you resided. A search under Data
Protection or Data Access Request or Subject Access Request will bring you to the relevant section
of that Police Forces website.

https: //www.gov.uk/browse/working/finding-job (This website will provide you with a list of
registered agencies to contact in the UK who may process your request for UK clearance with the
Criminal Records Bureau).

Australia
www.afp.gov.au This website will provide you with information on obtaining a national police
clearance certificate for Australia

New Zealand
www.courts.govt.nz This website will provide you with information on obtaining police clearance
in New Zealand.

United States of America

Please note that valid Security/Overseas Clearance from the USA must be obtained from the FBI
only,

http://travel.state.gov/travel/tips/emergencies/emergencies_1201.html

FBI Clearance is valid for all of the United States and convictions / remarks occurring anywhere in
the United States would be noted. Individual US State Clearance (e.g., New York State Clearance)
is not acceptable as it is valid for that State alone and convictions / remarks occurring in other
States may or may not be noted.

Other Countries
For other countries not listed above you may find it helpful to contact the relevant embassies who
could provide you with information on seeking Police Clearance.

Candidates please do not send us your overseas clearance or any other documentation unless we
request it from you. Candidates who receive job offers will have 5 working days in which to
produce the required documentation; otherwise the job offer will be withdrawn.

When requested, a copy of your overseas Clearance will be retained on file and the original
returned to you by post.

Note: Any costs incurred in this process will be borne by the candidate.


http://content.met.police.uk/Site/infomationaboutyourself
http://www.met.police.uk/information/
http://www.disclosurescotland.co.uk/
http://www.south-wales.police.uk/more-about-us/your-right-to-information/data-protection/
http://www.north-wales.police.uk/
http://www.police.uk/forces/
https://www.gov.uk/browse/working/finding-job
http://www.afp.gov.au/
http://www.courts.govt.nz/

