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Overview 

In order to assess your potential suitability for the Clerical Officer role, the Assessment 

Questionnaire collects information on (a) your skills, interests and preferences and (b) your 

responses to potential scenarios you may face in the role.  

This questionnaire is divided into parts: 

Part 1 

The first part is broken down into two sections: 

1. Section 1A contains a series of statements and you are asked to indicate how well each 

of the statements describes you.  

2. Section 1B contains a series of statements about what you would like your job to be like.  

Note: The judgement you are asked to make about the statements will be different in each 
Section, so please make sure you read the instructions at the start of each Section. 

Part 2 

You are given a series of scenarios, similar to that which may be encountered in the role.  After 

each scenario you are given a number of options as to how a Clerical Officer might deal with the 

scenario. You will be asked to rate each of the options in terms of their appropriateness. 

Part 3 

You are asked a number of questions relating to your experience and skills. 

We encourage you to complete the Assessment Questionnaire quickly, rather than deliberating 

over each question.  Candidates must complete the questionnaire on their own behalf; responses 

may be verified should you come under consideration.  A third party must not impersonate a 

candidate at any stage of the process. 

Candidates must reach the required standard in the Online Assessment Questionnaire.  Those 

who achieve the required standard will be ranked accordingly.  Only those who qualify and are 

placed highest at Stage 1 will be considered for Stage 2.  Qualification at Stage 1 is no 

guarantee that a candidate will be invited to Stage 2. The number to be invited forward to Stage 

2 will be determined by the PAS, having regard to the likely number of vacancies to be filled.   

The live test window is from now until 1pm, Monday 13th of December 2021.  You are strongly 

advised to complete your assessment early in the testing window.  The Online Assessment 

Questionnaire should take approximately 60 minutes to complete. 

 

 

 

 

Taking the Online Assessment Questionnaire 
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You may take the Online Assessment Questionnaire in a quiet environment of your choice 

wherever you have access to a PC or laptop (See ‘PC/Laptop Minimum Specification 

Requirements’ below) with a reliable internet connection.  We do not recommend that you 

attempt to take the Online Assessment Questionnaire on a smart phone, mobile or tablet device.   

 

Close down all other applications except for your browser windows and internet connection, and 

stop all other activity on your computer e.g. printing could cause the assessment/tests to 

terminate.  Please be aware that taking the Assessment Questionnaire within a secure IT 

network e.g. such as your work or college network which may have firewalls or other security 

technology in place, may cause you technical difficulties.  In such instances PAS (or any 

company or service provider operating on behalf of PAS) will not be liable. 

 

You will receive a message on your Publicjobs.ie profile containing a link to your Online 

Assessment Questionnaire.  When you click on this, you will be taken directly to the introduction 

page of your Assessment Questionnaire. You should check that your name appears on the 

screen.  If not, please email Technical Support on support@assessmentintelligence.com  with 

‘CO’ in the subject line and include your name and candidate number in the main body. Please 

ensure that you read carefully the instructions provided on the screens.  

From the link you will be able to access a Browser Check and Familiarisation program.  This will 

enable you to check that the live program will run well on your computer and will enable you to 

ensure that you know how to record your responses and to navigate between pages.  The live 

assessment link (labelled ‘PAS Temporary Clerical Officer 2021’) is below the Browser Check 

and Familiarisation link. 

It is your responsibility to ensure that you have full internet access to complete the Online 

Assessment Questionnaire before 1pm, Monday 13th December 2021.  Once the deadline for 

your testing window has passed, you will not be able to commence the Assessment 

Questionnaire. No extensions will be given.  If you have not fully completed and submitted the 

Questionnaire before the deadline your application will be deemed withdrawn and you will no 

longer be considered for this competition. 

Technical Support 

If you experience any technical difficulties, please email a detailed description of your problem 

with your name and Candidate ID (putting with ‘CO’ in the subject line) to: 

support@assessmentintelligence.com 
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Honesty Contract 

Integrity and honesty are key values within the Civil Service.  As a potential employee, you are 

expected to honour these values, both in how you approach this competition and by agreeing to 

follow the rules and procedures laid down. By taking part in the selection process, you are 

confirming that you are the person named on the application and you agree to complete the 

Questionnaire honestly and without assistance. A third party must not personate a candidate at 

any stage of the process.  By accessing or attempting any assessment / test materials you are 

agreeing to be bound by the terms set out. 

 

PC/Laptop Minimum Specification Requirements 

The key requirement is to have a reliable connection to the internet. 

All modern computers and laptops with modern browsers are likely to be able to run the 

questionnaire successfully. 

We would suggest that you do not use tablets or smart phones. 

You should ensure that you can access the Familiarisation programme successfully. If the 

Familiarisation materials work well on your IT, then you can be assured that the live 

Questionnaire will work well too. 

It is very important that you access the Familiarisation materials using the computer and internet 

connection that you intend to take the live test on as soon as possible.  Contact technical support 

immediately if you have a problem. 


