                                                                                                
HIA Application Form Operations Manager-Specified Purpose Contract (HEO)


	
[image: P:\Corporate Identity\New Identity 2011\logo for word docs\HIA_logo\HIA_logo_150dpi for Word docs.jpg]

                                                                           
 APPLICATION FORM
Operations Manager-Specified Purpose Contract (HEO),
Health Insurance Authority 

· Please read the Candidate Booklet which provides useful information about the requirements of this role. 
· Please ensure you download, read and fully understand the Candidate Booklet specific to this campaign that is available on www.hia.ie 
· [bookmark: _Hlk209448118]Your application must be your own work and reflect your own experiences, competencies and skills. Do not use AI to complete the application form (this may be subject to external AI assessment)
· Please ensure you read the instructions for the completion of this Application Form and complete all areas, in full.  Failure to complete all areas of the Application Form will result in you not being brought forward to the interview stage of the selection process.
· You must submit your application form via email only and we will accept the application form unsigned.  You will be required to sign the General Declaration at a later date.
· To ensure that you do not miss out on any email communication it is highly recommended that you check your spam and junk folder on a regular basis. 
· It is preferable that Application Forms are typed. 
· As we are only accepting applications by email, applications must be submitted in a Microsoft Word format only.   
· [bookmark: _Hlk210813265]To ensure that your application can be opened by the HIA, it is important that it is not saved with restricted access. All restrictions should be removed before your application is sent. 
· In relation to details of employment, if the space provided is insufficient, please attach additional pages ensuring to use the same format.
· The HIA will run this campaign in compliance with the Code of Practice prepared by the Commission for Public Service Appointments (CPSA). The Codes of Practice are available on the CPSA website www.cpsa.ie. Further information is also available in the Additional Campaign Information document. 
· The HIA is an Equal Opportunities Employer.
· The HIA recognises its responsibilities under the Data Protection Acts 1988 to 2018 and the Freedom of Information Act 2014.

	Closing Date & Time
	10 April 2026 12noon

	Return application forms by email to
	cam@hia.ie

	For queries on the Recruitment Process  
	cam@hia.ie

	Anticipated Interview Date(s)
	
April 2026




APPLICANT DETAILS

	
Position Applied For:
	


	

Personal Details
	

	First Name:
	

	Last Name:
	

	
	

	Postal Address for Correspondence:
	

	Postal Address for Correspondence:
	

	
	

	
	



	Email Address:
(You may provide more than one)
	



	Mobile Telephone:
	

	Contact Telephone No. 2: (optional)
	




Eligibility to Compete

	Please select one of the following:
	P

	I am an EEA National
	

	I am a British National
	

	I am a Swiss National
	

	I am a Non-EEA National
	



If you are a non-EEA citizen you must provide documentation of your right to work as required at interview stage. Please see the Candidate Booklet for further information and for a definition of an EEA National.

In order to help us gauge the efficiency of our advertising strategy for this campaign, we would appreciate if you indicated below where you saw the campaign advertised.

	HIA Website 

	|_|

	Word of mouth

	|_|

	Public Jobs 

	|_|

	Websites

	|_|

	LinkedIn
	|_|

	Other 

	|_|

	If “other” please specify









	
POST SPECIFIC REQUIREMENTS 



In this area we ask you to focus on your experience to date that is relevant to the role.  Please indicate below how your professional experience meets the requirements for this post outlined in the Candidate Booklet.  This section will be assessed by the interview panel to consider your experience as it is relevant to the role.  Information you provide in this section and in other areas of the application form may be used as part of a short-listing exercise and may be discussed in more depth at interview, should you be called to one.

· In this section it is important that your answers do not exceed 1 page per requirement.  The selection board will take your adherence to this limit into account when reviewing your application.    

· You may wish to write paragraphs or bullet points that demonstrate how your unique experience is relevant to the requirements of this role.  Please provide clear answer(s) that demonstrate the depth and breadth of your experience in the area(s) below, reflective of the requirements of this post.

· Please complete each section below. As you complete each section, we recognise there may be an overlap in the employer and date periods. 


	1. Please demonstrate your experience in effective project management. Please limit your answer in this section to 1 page



	Date(s) from – Date(s) to
	Employer(s) & Department Name


	
	

	



































	2. Please demonstrate your experience in people management and/or leading a team to achieve a project goal. Please limit your answer in this section to 1 page


	Date(s) from – Date(s) to
	Employer(s) & Department Name


	
	

	




















































	3. Please demonstrate your experience in stakeholder management, with particular reference to a time when you engaged and influenced diverse stakeholders to successfully deliver a complex piece of work. Please limit your answer in this section to 1 page


	Date(s) from – Date(s) to
	Employer(s) & Department Name


	
	

	






















































	4. Please demonstrate your experience in designing and preparing reports or presentations, going into particular detail into how you ensure they are fit for purpose and useful to the audience. Please limit your answer in this section to 1 page


	Date(s) from – Date(s) to
	Employer(s) & Department Name


	
	

	























































	5. Please demonstrate use of MS Office and other tools e.g. Co-pilot, SharePoint and Power BI. Please limit your answer in this section to 1 page


	Date(s) from – Date(s) to
	Employer(s) & Department Name


	
	

	





















































	6. 
Please demonstrate your experience in any or all of the desirable criteria as set out in the Candidate Booklet. Please limit your answer in this section to 500 words.

	Date(s) from – Date(s) to
	Employer(s) & Department Name


	(00/00-00/00)
	

	























































EDUCATIONAL ACHIEVEMENTS

Please list your second level and any (additional) third level educational achievements. 

Please refer to the QQI website, https://www.qqi.ie/what-we-do/the-qualifications-system/national-framework-of-qualifications, to determine what level your qualification(s) is at on the National Framework of Qualifications

	
Dates

From/To

(00/00-00/00)
	
Educational Institution
	
Conferring
Body
	
Course of Study
	
Qualification Level on the NFQ 
(Please insert n/a if not applicable to your Course of Study)
	
Qualification Achieved


	






	
	
	
	
	

	







	
	
	
	
	

	







	
	
	
	
	

	






	
	
	
	
	

	




	
	
	
	
	

	






	
	
	
	
	






CAREER OVERVIEW


Please ensure your full career history is clearly outlined below (e.g. if you took a career break, spent time out of work, please include this information so there are no gaps in your career history from when you left full-time education to present date).

	From
	To
	Title
	Employer

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Detailed Career History - please begin by listing the most recent first.

	
Job Title: 
Grade/ Management Level (if applicable):

	
Employer(s) & Function Name:
Address: 

	
From (00/00):
	
To (00/00):

	Main Roles & Responsibilities:













	
Job Title: 
Grade/ Management Level (if applicable):

	
Employer(s) & Function Name:
Address:

	
From (00/00):
	
To (00/00):

	Main Roles & Responsibilities:












	
Job Title: 
Grade/ Management Level (if applicable):

	
Employer(s) & function Name:
Address:

	
From (00/00):
	
To (00/00):

	Main Roles & Responsibilities:













	
Job Title: 
Grade/ Management Level (if applicable):

	
Employer(s) & function Name:
Address:

	
From (00/00):
	
To (00/00):

	Main Roles & Responsibilities:












	
Job Title: 
Grade/ Management Level (if applicable):

	
Employer(s) & function Name:
Address: 

	
From (00/00):
	
To (00/00):

	Main Roles & Responsibilities:









PERSONAL STATEMENT 

	Include here a personal statement that specifies why you want the position, any other relevant experience, qualities, or attributes in addition to the information provided that you believe support your application for this position (max 500 words).

 
 
 
 
 
 
 
 
 





References

It would be useful if you would begin to consider names of people who would be suitable referees and that we might consult (2 names, positions and contact details). The referees do not have to include your current employer but should be in a position to provide a reference for you, at least one of these should be a person to whom you have had a direct reporting relationship. Please be assured that we will only contact referees should you come under consideration after the interview stage. Please note, should you be successful at final interview, we will require a reference from your current employer prior to recommendation for appointment. Successful candidates may be required to complete a number of clearance processes such as Health and Character Declaration, and any other relevant checks required for the particular role.


Reasonable accommodations

If you require reasonable accommodations at interview, please complete the form in the link below and submit as part of your application


 https://www.hia.ie/sites/default/files/2025-08/hia_requests_for_reasonable_accommodation.docx




Data Privacy Statement

The HIA is committed to protecting your privacy and takes the security of your information very seriously. The HIA aims to be clear and transparent about the information we collect about you and how we use that information. 

I acknowledge that by submitting this application the HIA will communicate with me by various means (such as phone, email, SMS, post mail) regarding my application during the recruitment process and for the lifecycle of any panel that may be formed as a result of this campaign (should I be successful in obtaining a place on said panel).

I understand that if at any point I wish to stop receiving communications (in any format) from the HIA regarding this application and any future generated panel as a result of this campaign that I may contact the HIA (through the nominated contact on the Additional Campaign Information) and explicitly request to be removed from future communications. In doing so I understand that I will no longer receive any communications or Expression of interests for roles from the panel generated from this campaign.

The HIA’s Privacy Policy can be accessed on  https://www.hia.ie/privacy-policy for further information.


General Declaration

It is important that you read this Declaration carefully.

Part 1: Obligations Placed on Candidates who participate in The Recruitment Process.

The Public Service Management (Recruitment and Appointments) Act 2004 and Public Service Management (Recruitment and Appointments) Amendment Act 2013 makes very specific provisions in relation to the responsibilities placed on candidates who participate in recruitment campaigns, and these are detailed in Section 4 of the Code of Practice issued under the Act.  

These obligations are as follows:
Any canvassing by or on behalf of candidates shall result in disqualification and exclusion from the recruitment process. Candidates shall not:
· knowingly or recklessly make a false or a misleading application
· knowingly or recklessly provide false information or documentation
· canvass any person with or without inducements
· impersonate a candidate at any stage of the process
· knowingly or maliciously obstruct or interfere with the recruitment process
· knowingly and without lawful authority take any action that could result in the compromising of any test material or of any evaluation of it
· interfere with or compromise the process in any way

In addition, where a person found guilty of an offence was or is a candidate at a recruitment / selection process, then, in accordance with the Public Service Management (Recruitment and Appointments) Act 2004 and Public Service Management (Recruitment and Appointments) Amendment Act 2013.

· where they have not been appointed to a post, they shall be disqualified as a candidate; and
· where they have been appointed as a result of that process, they shall forfeit that appointment

Part 2
Declaration: “I declare that to the best of my knowledge and belief there is nothing in relation to my conduct, character or personal background of any nature that would adversely affect the position of trust in which I would be placed by virtue of my appointment to this position.  I hereby confirm my irrevocable consent to the HIA to the making of such enquiries, as the HIA deems necessary in respect of my suitability for the post in respect of which this application is made.

I hereby accept and confirm the entitlement of the HIA to reject my application or terminate my employment (in the event of a contract of employment having been entered into) if I have omitted to furnish the HIA with any information relevant to my application or to my continued employment with the HIA or where I have made any false statement or misrepresentation relevant to this application or my continuing employment with the HIA.

Furthermore, I hereby declare that all the particulars furnished in connection with this application are true, and that I am aware of the qualifications and particulars for this position.  I understand that I may be required to submit documentary evidence in support of any particulars given by me on my Application Form.  I understand that any false or misleading information submitted by me will render me liable to automatic disqualification or render me liable to dismissal, if employed.”



Signed:

(Name of Applicant)        
 Date: 

NB: If you are submitting your application form via email, we will accept the application form unsigned, but you will be required to sign the Declaration at interview, should you be invited to one. Failure to sign this declaration at interview will render it invalid.

Higher Executive Officer Level Competencies in the HIA
Introduction
This framework outlines the core competencies and effective performance indicators expected of Higher Executive Officers within the Health Insurance Authority (HIA). It is designed to support high standards of performance, professional development, and the delivery of excellent service to the public.
Effective Performance Indicators
Team Leadership
· Works with the team to facilitate high performance, developing clear and realistic objectives and addressing performance issues if they arise.
· Provides clear information and advice as to what is required of the team.
· Strives to develop and implement new ways of working effectively to meet objectives.
· Leads the team by example, coaching and supporting individuals as required.
· Places high importance on staff development, training, and maximising the skills and capacity of the team.
· Is flexible and willing to adapt, positively contributing to the implementation of change.
Judgement, Analysis & Decision Making
· Gathers and analyses information from relevant sources, whether financial, numerical, or otherwise, weighing up a range of critical factors.
· Takes account of broader issues, agendas, sensitivities, and related implications when making decisions.
· Uses previous knowledge and experience to guide decisions.
· Uses judgement to make sound decisions with a well-reasoned rationale and stands by these.
· Puts forward solutions to address problems.
Management & Delivery of Results
· Takes responsibility and is accountable for the delivery of agreed objectives.
· Successfully manages a range of different projects and work activities at the same time.
· Structures and organises their own and others’ work effectively.
· Is logical and pragmatic in approach, delivering the best possible results with the resources available.
· Delegates work effectively, providing clear information and evidence as to what is required.
· Proactively identifies areas for improvement and develops practical suggestions for their implementation.
· Demonstrates enthusiasm for new developments and changing work practices, striving to implement these changes effectively.
· Applies appropriate systems and processes to enable quality checking of all activities and outputs.
· Practices and promotes a strong focus on delivering high-quality customer service, for both internal and external customers.
Interpersonal & Communication Skills
· Builds and maintains contact with colleagues and other stakeholders to assist in performing the role.
· Acts as an effective link between staff and senior management.
· Encourages open and constructive discussions around work issues.
· Projects conviction, gaining buy-in by outlining relevant information and selling the benefits.
· Treats others with diplomacy, tact, courtesy, and respect, even in challenging circumstances.
· Presents information clearly, concisely, and confidently when speaking and in writing.
· Collaborates and supports colleagues to achieve organisational goals.
Specialist Knowledge, Expertise and Self-Development
· Has a clear understanding of the roles, objectives, and targets of self and team, and how they fit into the work of the unit and the HIA and effectively communicates this to others.
· Has high levels of expertise and broad public sector knowledge relevant to their area of work.
· Focuses on self-development, striving to improve performance.
Drive & Commitment
· Strives to perform at a high level, investing significant energy to achieve agreed objectives.
· Demonstrates resilience in the face of challenging circumstances and high demands.
· Is personally trustworthy and can be relied upon.
· Ensures that customers are at the heart of all services provided.
· Upholds high standards of honesty, ethics, and integrity.
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