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This is an important document so please set some time aside to read it in advance of the test 
session 

 

 

 
  



Introduction 
 
Congratulations on being invited to attend the Assessment Centre (Stage 2) of the selection 
process for Third Secretary. The following information is intended to familiarise you with the 
format of Stage 2, which comprises: 
 

 Supervised Verbal & Numerical tests 

 Job Simulation test 

 Written Exercise 
 
You will also have an opportunity to attend an orientation session on the day which will be 
facilitated by a representative from the Department of Foreign Affairs and Trade. This will 
enable you to find out more about the work of a Third Secretary and about the Department of 
Foreign Affairs and Trade. 
 
Those to be invited to Stage 3 will be determined by the Public Appointments Service from 
time to time. Reaching the qualifying standard at Stage 2 is no guarantee that you will be 
invited to Stage 3. 
 
 
The Test Session 
The format of the test session will be explained after which the tests themselves will be 
introduced.  You will be sitting 4 tests.  
 
As previously stated you will be required to sit a supervised re-test of the Verbal Reasoning 
and Numerical Reasoning tests, as well as a job simulation exercise and the written exercise.   
 
The Verbal and Numerical tests test will be preceded by some practice questions to help you 
feel comfortable with what you have to do.  During the examples and explanations you will 
have the opportunity to ask any questions before starting the tests.  
   
Rough work paper will be supplied for the Numerical test and you will also be allowed to use 
a calculator for this test.  
 
You must not start the test until your administrator tells you to do so.  Those candidates who 
begin the test before START has been announced and/or while the examples are being 
completed risk being disqualified. 
 
Please note that if the Public Appointments Service is not notified of any issues or problems 
on the day of the Assessment Centre, we will not be in a position to address these after the 
fact.   
 
Candidates who are applicants for more than one of the advertised competitions e.g. 
Administrative Officer in the Civil Service and Third Secretary in the Dept. of Foreign Affairs 
and Trade will be permitted to take the supervised re-tests only once, irrespective of the 
number of competitions for which they have applied. 
 

 
Supervised Re- tests 
Candidates will be re-tested on Verbal Reasoning (24 mins) and Numerical Reasoning (24 
mins) in a supervised environment. 
 
These tests will be of similar nature to the test which you took online. Verbal Reasoning and 
Numerical Reasoning practice test material is available online at 
https://www.savilleconsulting.com/products/pas-verbal-numerical-practice-preparation-advice 

 

https://www.savilleconsulting.com/products/pas-verbal-numerical-practice-preparation-advice


Please note: significant differences in performance may result in elimination from the 
selection process and prevention from participating in future selection processes with the 
Public Appointments Service. 
 
 
The Job Simulation Test: 
The online Job Simulation lasts approximately 20 minutes but 30 minutes have been set 
aside for testing on the day.  
 
In the Job Simulation Exercise you are presented with a range of questions related to a 
variety of work related scenarios, which attempt to identify what you are most likely and least 
likely to do in a situation which you could face as a Third Secretary. These situations may 
involve dealing with other people, working independently, and/or ensuring that a particular 
task is completed. 
 
The exercise does not attempt to measure your knowledge of the Department of Foreign 
Affairs and Trade or its procedures nor does it attempt to measure your knowledge of what an 
Third Secretary does.  It attempts to identify what you would be most likely and least likely to 
do when presented with a scenario typical of what could occur in a work situation.  The 
scenarios have been chosen to reflect the variety of work found in the grade. 
 
The Job Simulation Exercise for Administrative Officer contains 18 scenarios to be answered 
within 30 minutes.   
 
 
 
Written Exercise 
For the written exercise you will be asked to produce a piece of text.  This text will be a 
focused briefing note, which is a summary of key issues within an area. This note will relate to 
a specific topic which will be given on the day. You will have 45 minutes in which to do this.  It 
is not permissible to bring notes into the room where the exercise is administered.  The text 
must take the form of a continuous narrative (as opposed to bullet points) and must be 
handwritten.  The document should be approximately 300 words in length.  
 
In this exercise you will be assessed on the basis of: 
 
 The structure and presentation of your written exercise 
 The content of your written exercise 
 The literacy of your written exercise (grammar and spelling)  
 
While you are expected to write a comprehensive briefing note, clarity and conciseness are 
important. 
 
Before the exercise begins a facilitator will read the instructions for completing the exercise 
and you will be able to ask any questions or clarify any issues about what you have to do 
before the exercise begins.  
 
 
 
 
  



 
 
Here are some suggestions, which will help you to prepare for the testing session. 
 

 
During the test session… 

 The Verbal, Numerical and Job Simulation test will be preceded by a set of brief instructions 
and examples. Instructions will be given for the written exercise.  

 Listen carefully to the instructions for each test, especially the numbers of questions and 
time limits for each test. 

 Read through the question and answers carefully, paying attention to detail. 

 Attempt as many questions as you can, working quickly and accurately and to the best of 
your ability.  You should try as hard as you can, as the more questions that you get right, 
the higher your score will be. 

 If you find a question difficult, it may help to choose the correct answer by first eliminating 
the wrong answers. 

 For the Job Simulation Exercise, remember, your task is to choose both the course of action 
you would most likely carry out and least likely carry out based on the information in the 
scenario. You should be aware that if you try to relate the scenario to your own work 
situation in order to identify an answer, other factors, which are not printed in the passage, 
may influence your decision.  Remember, there are marks available for each answer, so try 
to work as quickly as you can in order to gain more marks. 

  

 

 
 
Test Day Checklist: 
 
Before you arrive at your test centre, please ensure that you have the following items with 
you: 
 
1. A print out of your exam notice. 
2. Your Irish Passport 
3. A passport sized photograph. 
 
Please note that Candidates who are successful at this stage may be invited to the 
next stage of the selection process week commencing 18 January, 2016. 
 
 
 
 

  



In advance… 
Make sure that you know where the test venue is and that you can locate it.  

Public Appointments Services Offices, 
26-30 Abbey Street Upper, 

Dublin 1. 
  

 
 
Allow yourself sufficient time to reach the PAS venue at least 15 minutes before your session 
is scheduled to commence. 
 
The test session will last approximately 3½ hours (including registration, orientation,  
instruction, tests, etc). You should be aware of this when making your travel arrangements 
and allow yourself sufficient time as you will not be permitted to leave during the test 
sessions, as you may cause disruption to others. Dress comfortably and appropriately.  
Remember that you will be sitting for a long period and during that time you may cool-down or 
warm-up as the test session progresses. 
 
If you wear glasses or contact lenses remember to wear them or bring them with you. 
 

When you get there 
No bags, belongings, mobile phones or other electronic devices are permitted into the test 
suite. Candidates who do not comply with this requirement will not be permitted to enter. Any 
of the above items found will be removed and may result in the candidate being disqualified 
from the competition. 
 
The Public Appointments Service will provide a room in which items such as those listed may 
be stored. However, the Public Appointments Service accepts no responsibility for the 
security or safety of these items. 
 
To prevent disruption to other candidates in attendance, the use of devises with audible 
alarms e.g. watches, stopwatches, etc., is not permitted in the test venue. However, during 
each test you will have access to a timer which will inform you of how much time you have 
remaining to complete the test.  
 
Requests for a change to a candidate’s allocated test session will only be considered in 
exceptional circumstances. 



During the test session 

You will be provided with the materials you will need to take the tests e.g. pens, rough work 
paper, calculator, etc.  
 
Each test will be preceded by a set of brief instructions. Listen carefully to these instructions. 
You will have an opportunity to ask questions before the actual tests commence. 
 
 
 
Honesty Contract 
Integrity and honesty are key values within the Civil and Public Service.  As potential 
employees 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 and tests honestly and without assistance.  A 
third party must not personate a candidate at any stage of the process.  Your attention is 
drawn to the important information set out on page 5. By accessing or attempting any 
assessment/test materials you are agreeing to be bound by the terms set out. 
 
 

 

  



IMPORTANT INFORMATION 
Terms and Conditions 

 
Your attention is drawn to this important information. By accessing or attempting any 
assessment/test materials you are agreeing to be bound by the terms set out below. 

 
1. All test and assessment materials are subject to copyright and all rights are 

reserved. No part of the tests/ assessment materials (including any text, 
questions and/or potential answer options) or associated materials (including 
practice and/ or familiarisation materials) may be reproduced or transmitted in 
any form or by any means including electronic, mechanical, photocopying, 
printing, photographing, recording, written or otherwise, at any stage. To do so is 
an offence and may result in you being excluded from the selection process. Any 
person(s) who contravenes this provision, whether an applicant or other, or who 
assists another person(s) in contravening this provision, is liable to prosecution 
and/ or civil suit for loss of copyright and intellectual property. 
 

2. Your attention is drawn the Commission for Public Service Appointment’s Code 
of Practice for Appointment to Positions in the Civil Service and Public Service. 
In particular please note Section 5 - Responsibility of Candidates (see below). 
 
Canvassing 
Candidates should note that canvassing will disqualify them and will result in 
their exclusion from the appointments process. 
Candidates’ obligations 
Candidates in the recruitment process must not: 

 Knowingly or recklessly provide false information 

 Canvass any person, with or without inducements 

 Interfere with or compromise the process in any way. 
 
A third party must not personate a candidate at any stage of the process.  
Penalties for failure to comply 
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 and/or imprisonment. 
 
If a person found guilty of such an offence was or is a candidate in a recruitment 
process, then: 

 Where he/she has not been appointed to a post, he/she will be 
disqualified as a candidate 

 Where he/she has been appointed subsequent to the recruitment process 
in question, he/she 

                        shall forfeit that appointment.  
 

3. The admission of a person to the competition, or invitation to undertake any 
element of the selection process is not to be taken as implying that the Public 
Appointments Service is satisfied that such a person fulfils the essential 
requirements. 

 

 
 
 
 


