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Competition for Assignment to the post of Complaints & Resolution Officer 
Candidates should complete all sections of the Application Form and forward it to Deirdre Fleming, Head of HR & Corporate Services by email to recruit@lsra.ie 
The closing date for receipt of applications is 12.00 noon on Friday, 19 February 2021. Applications will not be accepted after that date and time. You must ensure that all sections of this application form are completed in full. Please type or write clearly in this form. Do not submit your CV or any other supporting documentation with your application as it will be not considered.

	1. Personal Details

	Name
	

	Address
	

	
	

	Phone Number
	

	Email
	


	2. Employment Record (most recent first)

	Give below, in date order (starting with your current employer), full particulars of all employment (including any periods of unemployment) between the date of leaving school or college and the present date.

Copy and paste the blank fields to add more employment records as necessary.

	Employer Name
	

	Employer Address
	

	Title of Post Held
	

	Reason for leaving
	

	Start Date
	
	End Date
	

	Description of main responsibilities

(Max 300 words – please note only the first 300 words will be considered as part of the application)
	

	

	Employer Name
	

	Employer Address
	

	Title of Post Held
	

	Start Date
	
	End Date
	

	Description of main responsibilities 

(Max 300 words – please note only the first 300 words will be considered as part of the application)
	

	

	Employer Name
	

	Employer Address
	

	Title of Post Held
	

	Start Date
	
	End Date
	

	Description of main responsibilities 

(Max 300 words – please note only the first 300 words will be considered as part of the application)
	


	3. Educational Qualifications (most recent first)

	Begin with your most recent qualification, if required please insert further rows at the 

bottom of this section to add more qualification records as necessary.

	Qualification / Award 
	University, College or Examining Authority
	Year
	Grade Obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	4. Membership of Professional Bodies (if applicable) 

	Professional Body
	Level of Membership

	
	

	
	

	
	


	5. Summary of Experience 

In the following section, we ask you to outline your experience to date that demonstrate certain skills and abilities which have been identified as necessary for this role, having particular regard to the role and requirements as set out in the Candidate Information Booklet.

Please note:

• All questions must be answered.

• Do not use the same example to illustrate your answer to more than 2 questions.
• Each question should be answered in no more than a maximum of 300 words.

	Please provide an example from your experience where you were required to deal with a complaint or a conflict and the steps you took to ensure that it was successfully resolved.

	

	Please provide an example of when you were required to investigate a complex matter outlining the steps you took to ensure that a thorough and fair investigation was conducted.

	

	6. Competencies

For each of the areas below, briefly highlight specific key achievements, contributions or expertise you have developed over your career to date which demonstrate your suitability to meet the challenges of the role of Complaints & Resolution Officer (max 300 words per answer)

	a) Management and Delivery of Results: Please provide an example of an instance where you had to deliver a project to tight deadlines.

	

	b) Team Leadership: Please provide an example of a time where you were called upon to manage a personal caseload whilst also managing and supporting a team.  Please outline what you did to ensure that both your personal and team objectives were met.

	

	c)  Analysis and Decision Making: Please provide an example of a time where you demonstrated excellent judgement and decision making in a pressured environment. 

	

	d) Specialist Knowledge: Please outline how you demonstrate specialist knowledge of the legal or regulatory sector in Ireland.

	

	e) Interpersonal and Communication Skills: Please provide an example of when you have used your interpersonal or communication skills to manage a key stakeholder relationship.

	


	7. Specialist Knowledge:

Under the Leal Services Regulation Act 2015, complaints can be made under three headings: Excessive Costs, Inadequate Legal Services and Misconduct. With specific reference to the Legal Services Regulation Act 2015, including to the relevant sections of the Act, compare and contrast the manner in which complaints of Excessive Costs and Inadequate Legal Services are dealt with under the legislation as opposed to complaints that relate to misconduct.   (Max 500 words)

	


	8. Personal Statement

Outline below why you wish to be considered for this post and why you believe your skills and experience would be of value as a Complaints & Resolution Officer.   (Max 500 words )

	

	9. Supplementary Information

Please give any other relevant information you wish to be considered in support of your application (Max 300 words)

	


	10. Reasonable Accommodation 

	Candidates who indicate that they would like to avail of reasonable accommodations will be contacted directly by a member of our HR team, and may be asked to submit a medical report, the purpose of which is to provide information to act as a basis for determining reasonable accommodations where appropriate.



	Please indicate whether you would like to avail of reasonable accommodations by ticking either Yes/No:  
	☐ Yes
	☐ No


	11. References 

	Please supply details of two referees. Referees will only be contacted if selected for appointment.

Your current employer will not be contacted by us without your prior consent.

	Name
	Organisation & Position
	Phone Number & Email Address

	
	
	

	Name
	Organisation & Position
	Phone Number & Email Address

	
	
	


	12. Declaration  

	By submitting this completed form for the role of the Complaints & Resolution Officer, you are confirming that all information provided in this application is true and correct and that you have read the conditions of appointment outlined in the Candidate Information Booklet for this post. Please be aware that should any of the information provided in this application be found to be false, misleading or inaccurate in any material way, the Legal Services Regulatory Services reserves the right to withdraw any offer of employment made to you or, if you have already commenced employment when this is discovered, to terminate your employment. 



	Name of Applicant:
	

	Date of Submission:
	


Please note that all personal data shall be treated as confidential in accordance with the Data Protection Acts and GDPR. 
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