[image: image1.jpg]UNIVERSITY OF

LIMERICK

OLLSCOIL LUIMNIGH





	Human Resources Division 
GUIDELINES FOR APPLYING FOR VACANCIES


Recruitment within the University of Limerick is governed by the Universities Act, the Procedures for the Recruitment/Appointment of Faculty and Staff (available on the Corporate Secretary’s webpage) and current employment legislation.  The objective of these procedures is to attract and select excellent staff through a fair, transparent and effective procedure.  The University is an equal opportunities employer and does not discriminate against individuals. 
The University advertises a large number of posts each year.  Each application assessed against role related criteria; therefore, it is vital that the people who assess your application can clearly determine if you meet the criteria, as outlined in the job description.  

To give yourself the best opportunity when applying for a vacancy, we offer the following guidelines:

· Follow the instructions as set out on the online application form. Please refer to the Guidelines for applying online which are available on HR website vacancies page;

· Ensure you are applying for the correct post, if you are applying for two posts you must apply online for each post separately;

· Your application should contain a cover letter and an application form completed in full;  You may also attach your CV or additional material;

· Tailor your application to the post you are applying for and state in your cover letter where you believe you meet the role related criteria stated in the job description;

· Give a detailed account of your qualifications and employment history, starting with the most recent and working backward;  

· Clearly list key information on your application such as job title, level/grade, responsibilities and technical proficiency.  Where previous employers are mentioned, please give their full name, the nature of their business and their location;

· Please provide as much information on your current position as with other positions.  
· Internal Candidates: The University employs approximately 1,400 staff, therefore, do not assume that those involved in the recruitment process will ‘know what you do’;

· Make sure you list any additional qualification, skill or experience you possess which you feel may be relevant to the post you are applying for;

· If specific and relevant role related information is not contained in your application, those involved in the recruitment process may not necessarily assume you have the particular skill/experience/qualification;

· Check your application for errors (typographical, dates etc.) and ensure it is submitted on or before 12 noon on the closing date, as late applications will not be accepted.
To assist the people who will assess your application, please: 

· Ensure it is accurate and easy to follow;

· Bullet point information where possible and ensure the information provided is clear and concise (attach additional information on a separate page if necessary);

· Ensure previous employment details have dates and titles clearly associated with each role;

· If you are part-way through a qualification, confirm what stage you are at and when you expect to complete the qualification.
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