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Operations and Systems Officer Application Form 
You must submit a fully completed application form alongside your CV (maximum 2 pages) by email to recruitment@ahead.ie with the subject line ‘Operations and Systems Officer’ by 10am, Wednesday 11 November 2026. Please note no cover letter is required.    
AHEAD welcomes applicants from people from diverse backgrounds and under-represented groups and will provide reasonable accommodations where necessary to enable equitable participation in the recruitment process. 
Personal Details 
	First Name
	

	Surname
	

	Pronouns (He/She/They/Other)
What’s this?
	

	Mobile
	

	Email
	



Reasonable Accommodations
If you have a disability and require any reasonable accommodations for the interview process, please state your needs below: 
	



Declaration
By submitting this completed form for the role of Operations and Systems Officer with AHEAD, you are confirming that all information provided in this application is true and correct. Please note that while the use of artificial intelligence software to support spelling and grammar and idea generation when developing this application form is permitted, utilising AI tools to fully develop your responses is prohibited. It is also prohibited to utilise AI tools to support the creation of responses within the interview process. 
If any of the information provided in this application is found to be false, misleading or inaccurate in any material way, AHEAD 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. 

Typed Signature:	 
AHEAD Operations and Systems Officer Application Form
Date of Application:  
Education, Training and Qualifications
Please complete details of all relevant qualifications to the role below.
	Year
	Company/College/Institute 
	Qualification/Training Course

	
	
	

	
	
	

	
	
	



Please list any additional relevant courses you have undertaken in the past three years to maintain or enhance your skills
	



Employment Details
This job requires a minimum of 2 years’ experience in an administration, operations or an office support role, therefore please list your 3 most recent and/or relevant work experience, paid or voluntary, in the sections below. 
	Dates (From – To) 
	

	Employer/Organisation
	

	Position Held
	

	Brief Description of Duties (max 200 words)
	



	Dates (From – To) 
	

	Employer/Organisation
	

	Position Held
	

	Brief Description of Duties (max 200 words)
	



	Dates (From – To) 
	

	Employer/Organisation
	

	Position Held
	

	Brief Description of Duties (max 200 words)
	






Relevant Experience & Competencies
The job description shows qualifications, experience and skills required or desirable to be able to carry out the responsibilities of this role. Please therefore address all these elements as listed in table below, drawing upon your experience, paid or voluntary that is relevant to the role.
Each section should be between 150 to 250 words. 
Organisational Skills  
Describe a situation where you were responsible for coordinating multiple administrative, operational or project-related activities simultaneously. How did you organise your workload, ensure deadlines were met and maintain accuracy in your work. Provide minimum 1 example.
	




Communication, Customer, Stakeholder and Relationship Management
This role requires interaction with staff, suppliers, board members, external service providers and members. Describe a situation where you provided excellent customer service, managed stakeholder relationships or communicated effectively with a range of people. Please include an example demonstrating your written and/or verbal communication skills.
	




Financial Administration and Attention to Detail
Please describe your experience supporting financial administration processes such as invoicing, payment processing, maintaining financial records or supporting audits. Provide an example that demonstrates your attention to detail, accuracy and ability to work within procedures and controls. Provide minimum 1 example. 
	




Systems Administration and IT Skills
Describe your experience using CRM systems, HR systems, databases or other business information systems. Include details of your role in maintaining records, supporting users, producing reports, improving processes or implementing new systems.
Provide minimum 1 example and please also provide details of your proficiency with Microsoft Office applications, particularly Outlook, Excel and Word.
	




Motivation for the Role 
Please highlight why you are interested in the role of Operations and Systems Officer and how your experience and skills align with the requirements of the position.
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