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Selection Process Guide

How to Apply:

All candidates should visit www.ccpccareers.com where there is a full list of available positions in the
CCPC with the corresponding downloadable information booklet for each position. There will also be
a link to the online application portal where all applications must be submitted.

To apply, candidates must upload the following via the online application portal.

e Cover letter ( No more than one A4 page)
e UptodateCV

Only Applications fully submitted online will be accepted into the campaign. Applications will not be
accepted after the closing deadline (Detail of the closing deadline can be found in each competition
candidate booklet).

If you do not receive an acknowledgement of receipt of your application within 24 hours of applying,
please contact CCPC@sigmar.ie

Campaign updates will be issued to your registered email address as entered on the online application
portal.

The onus is on each applicant to ensure that they are in receipt of all communication from Sigmar
Recruitment Consultants Ltd. You are advised to check your emails on a regular basis throughout the
duration of the competition; in addition, being sure to check junk/spam folders should any emails be
mistakenly filtered.

Sigmar Recruitment accepts no responsibility for communication not accessed or received by an
applicant.

Candidates should make themselves available on the date(s) specified by Sigmar Recruitment
Consultants Ltd. and should make sure that the contact details specified on their application are
correct.

The personal contact details provided in applications will be used to communicate updates throughout
the recruitment campaign. The onus is on the candidate to ensure that they are permitted to use the
contact details provided for this communication. The candidate is responsible for ensuring voicemails
and email spam is checked to confirm communications are received.


https://www.ccpccareers.com/
mailto:CCPC@sigmar.ie
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Selection Process:

The Selection Process may include the following:

. Submission of Application (Cover Letter, CV)

o Shortlisting of candidates based on the information contained in their Application
o Initial/preliminary interview

o Presentation or other exercises

o A final competitive interview

. Any other tests or exercises that may be deemed appropriate

Shortlisting:

Normally the number of applications received for a position exceeds that required to fill existing and
future vacancies to the position. While you may meet the eligibility requirements of the competition,
if the numbers applying for the position are such that it would not be practical to interview everyone,
Sigmar Recruitment Consultants Ltd. may decide that a smaller number of applicants will only be called
to interview. In this respect, Sigmar Recruitment Consultants Ltd. provide for the employment of a
short listing process to select a group for interview who, based on an examination of the application
forms, appear to be the most suitable for the position.

An expert board will examine the application forms against a pre-determined criteria based on the
requirements of the position. This is not to suggest that other candidates are necessarily unsuitable
or incapable of undertaking the job, rather that there are some candidates, who based on their
application, appear to be better qualified and/or have more relevant experience. It is therefore in your
own interests to provide a precise, detailed, accurate account of your qualifications/experience in
your application.

Confidentiality:

Subject to the provisions of the Freedom of Information Act 2014 applications will be treated in
strictest confidence.

Other Important Information:

Sigmar Recruitment Consultants Ltd. will not be responsible for refunding any expenses incurred by
candidates.

The admission of a person to a competition, or invitation to attend interview, or a successful result
notification, is not to be taken as implying that Sigmar Recruitment Consultants Ltd. is satisfied that
such a person fulfils the requirements or is not disqualified by law from holding the position and does
not carry a guarantee that your application will receive further consideration. It is important,
therefore, for you to note that the onus is on you to ensure that you meet the eligibility requirements
for the competition before attending for interview. If you do not meet these essential entry
requirements but nevertheless attend for interview you will be putting yourself to unnecessary
expense.



Sigmar@%

Coimisiun um Competition and
lomaiocht agus Consumer Protection
Cosaint Tomhaltdiri | Commission

Recruitment

Prior to recommending any candidate for appointment to this position Sigmar Recruitment
Consultants Ltd. will make all such enquiries that are deemed necessary to determine the suitability
of that candidate. Until all stages of the recruitment process have been fully completed a final
determination cannot be made nor can it be deemed or inferred that such a determination has been
made.

Should the person recommended for appointment decline, or having accepted it, relinquish it or if an
additional vacancy arises the Board may, at its discretion, select and recommend another person for
appointment on the results of this selection process

Candidates' Rights - Review Procedures in relation to the Selection Process

Sigmar Recruitment Consultants Ltd. will consider requests for review in alignment with the provisions
of the codes of practice published by the CPSA. The Codes of Practice are available on the website of
the Commission for Public Service Appointments http://www.cpsa.ie/.

Should a candidate be unhappy with an action or decision in relation to their application (where the
selection is managed by Sigmar Recruitment) they can seek feedback from Sigmar Recruitment. An
initial review will be carried out internally by the candidate’s recruitment contact as to why their
application was deemed unsuccessful. The outcome of this review will be sent to the candidate in
written format.

e To request an initial review, a candidate must write to Sigmar within 5 working days of
receiving notification of the decision on their application. Sigmar will carry out the initial
review without delay. If the candidate is dissatisfied with the outcome, they may resort to the
formal procedures within 2 working days of receiving notifications of the outcome of the initial
review.

e Should the candidate not be satisfied with the outcome of the initial review, it will be referred
to the Account Director who acts as the decision arbitrator.

e The decision arbitrator will be a person unconnected with the selection process and he/she
will adjudicate on requests for review. The decision of the decision arbitrator in relation to
such matters is final.

Candidates’ Obligations

Candidates should note that canvassing will disqualify and will result in their exclusion from the
process.

Candidates must not:

o Knowingly or recklessly provide false information

e Canvass any person with or without inducements

e Interfere with or compromise the process in any way

e Athird party must not personate a candidate at any stage of the process.

e Any person who contravenes the above provisions or who assists another person in
contravening the above provisions is guilty of an offence. A person who is found guilty of an
offence is liable to a fine/or imprisonment.


http://www.cpsa.ie/
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In addition, where a person found guilty of an offence was or is a candidate at a recruitment process,
then:
e Where he/she has not been appointed to a post, he/she will be disqualified as a candidate;
and
e Where he/she has been appointed subsequently to the recruitment process in question,
he/she shall forfeit that appointment.

Specific candidate criteria
Candidates must:

e Have the knowledge and ability to discharge the duties of the post concerned

e Be suitable on the grounds of character

e Be suitable in all other relevant respects for appointment to the post concerned

- and if successful, they will not be appointed to the post unless they:

e Agree to undertake the duties attached to the post and accept the conditions under which the
duties are, or may be required to be, performed

e Are fully competent and available to undertake, and fully capable of undertaking, the duties
attached to the position

e Be passed medically fit to take up the appointment

Deeming of candidature to be withdrawn

Candidates who do not attend for interview or other test when and where required by Sigmar
Recruitment, or who do not, when requested, furnish such evidence as Sigmar Recruitment require in
regard to any matter relevant to their candidature, will have no further claim to consideration.

Citizenship Requirement

Candidates should note that eligibility to compete for posts is open to citizens of the European
Economic Area (EEA), or to non-EEA nationals who fulfil the relevant criteria. In order to work in
Ireland, all non-EEA nationals require a valid employment permit unless exempt under permission
from the Minister for Justice and Equality. The EEA consists of the Member States of the European
Union along with Iceland, Liechtenstein and Norway. Swiss citizens under EU agreements may also

apply.
Quality Service

We aim to provide an excellent quality service to all our candidates. If, for whatever reason, you are
unhappy with any aspect of the service you receive from us, we urge you to bring this to the attention
of the unit or staff member concerned. This is important as it ensures that we are aware of the
problem and can take the appropriate steps to resolve it. Feedback will be provided on written
request.
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Data Protection Act 2018

When your application is received, we create a record in your name, which contains much of the
personal information you have supplied. This personal record is used solely in processing your
candidature and as part of the recruitment process, certain information you provide will be forwarded
to the employing organisation. Such information held by Sigmar and the employing organisation is
subject to the rights and obligations set out in the Data Protection Act 2018. For more information on
how we retain and use your personal data, please review our Privacy Statement, which includes
instructions on their right to withdraw consent at any point:

https://www.sigmarrecruitment.com/privacy-statement.

To make a subject access request under the Data Protection Act 2018, please submit your request in
writing to: Data Protection Officer — Sigmar Recruitment Consultants Ltd., 13 Hume St., Dublin 2 or
email privacy@sigmar.ie. Ensure that you describe the records you seek in the greatest possible detail
to enable us to identify the relevant record. Certain items of information, not specific to any individual,
are extracted from records for general statistical purposes.



https://www.sigmarrecruitment.com/privacy-statement
mailto:privacy@sigmar.ie

