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 Assistant Staff Officer
Qualifications
Character
Candidates will be of good character.
Health
Each candidate must be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.
Education, Training, Experience
Each candidate will:
(a)
(1) have obtained at least Grade D (or pass), in Higher or Ordinary level, in five subjects (or four subjects if Irish is included) from the approved list of subjects in the Department of Education Established Leaving Certificate Examination or Leaving Certificate Vocational Programme including Irish and/or English and one of the following:  Mathematics, Accounting, Business Organisation or Economics, and 

(2) have obtained at least Grade C (or Honours) in Higher Level (or Honours) papers in three subjects in that examination (or two subjects if Irish and/or one of the following is included: Mathematics, Accounting, Business Organisation or Economics), or  

(b)
have obtained a comparable standard in an equivalent examination or,

(c)  
hold a third level qualification of at least degree standard or,
(d) be a serving employee in a Local Authority, Health Boards, Vocational       Education Committees in the State, Institutes of Technology, the General Medical Services (Payments) Board, St. James’ Hospital Board, Beaumont Hospital Board, an Board Altranais, the Local Government Computer Services Board or the Border, Midland and Western Regional Assembly or the Southern and Eastern Regional Assembly, and have satisfactory experience in a post of Clerical Officer or an analogous post.
The Job
The Assistant Staff Officer is a supervisory position in the Council with responsibility for staff supervision within a section of a Department. He / She will work as part of a multidisciplinary team, assisting with the implementation of work programmes to achieve goals, targets and standards set out in Departmental / Team Plans.  As part of the Council’s commitment to providing quality services to citizens, the Assistant Staff Officer will assist in delivering a wide range of services across the organisation.  The Assistant Staff Officer will be required to operate the Council’s existing and future IT systems as part of their work.  
The ideal candidate will
· have an understanding of the  Council’s purpose, goals and priorities and knowledge of public service organisation in Ireland;

· understand the role of the elected council and the representational role of the elected members;
· understand the changing environment and be capable of adapting to change in order to deliver quality services to our citizens;

· have ability to identify problems and contribute to solutions;
· have an ability to work effectively within a team to achieve a common goal, ensuring standards are adhered to and maintained;
· have the ability to provide excellent customer services;
· have an ability to lead a team;

· have good interpersonal and communications skills;
· be motivated to achieve maximum performance;

· demonstrate excellent clerical / administrative experience in an office based environment;
· have an ability to work on own initiative, in an independent environment and without constant supervision;

· have staff supervisory experience; 

· have an awareness of Health and Safety Legislation and Regulations, the implications for the organisation and the employee, and their application in the workplace.

Key Competencies / Skills:

· Delivering Results
· Personal Effectiveness
· Local Government Knowledge and Understanding
                                                PARTICULARS 
The office is wholetime, permanent and pensionable. 
Salary
€27,294 - €29,159 - €32,285 - €34,050 - €35,595 - €37,087 - €39,102 - €40,561 - €42,041 (MAX) - €43,403 (1st LSI) - €44,771 (2nd LSI) 
Entry point to this scale will be determined in accordance with Departmental Circulars. 
In accordance with Departmental Circular letter EL 02/2011, a person who is not a serving local authority employee on or after 1st January 2011, will enter the scale for the position at the minimum point.


The salary will be fully inclusive and shall be determined from time to time.  Holders of the office will pay to South Dublin County Council any fees or other monies (other than their inclusive salary) payable to or received by them by virtue of their office or in respect of service which they are required by or under any enactment to perform.

Rate of remuneration may be adjusted from time to time in line with Government Policy.

Duties
The duties will be such as shall be assigned by the Council from time to time, and shall include the duty of deputising for other officers of the Council when required. The duties shall also include such duties as may be assigned in relation to the area of any other local authority.
The duties may include but are not limited to:

· Providing administrative backup and support for their line-manager to achieve key goals, objectives and tasks;
· Supervising staff and deputising for the line-manager as required;
· Operating under the direction of the line-manager; 

· Participating as an effective team member towards the efficient operation of their department / section;
· Collating and analysing information / data and reporting on same;
· Maintaining accurate records and files;
· Assisting with budget management / reporting and procurement;
· Ensuring the provision of high quality Customer Services;
· Briefing and training new staff; 
· Implementing agreed procedures, schemes and policies of the Council;
· Servicing and attending meetings of the Council and its committees as required;
· Operating existing and future IT systems;
· Taking initiative and being proactive in addressing issues;
· Assisting with the implementation of change and delivering quality services;
· Managing the performance of a section or function within a department;
· Working effectively with staff, members of the public, public representatives, external agencies and various Council Departments.
The particular duties and responsibilities attached to the post may vary from time to time, without changing the general character of the duties or level of responsibilities entailed.  The post holder may therefore be required to perform duties appropriate to the post, other than those detailed above, and to take instructions from and report to, an appropriate Officer or such designated Officer as may be assigned from time to time by the Council.
Superannuation
The provisions of the Local Government (Superannuation) (Consolidation) Scheme 1998 may apply.

Persons who become pensionable officers who are liable to pay the Class A rate of PRSI contribution will be required, in respect of their superannuation contribution, to contribute to the local authority as follows:

1.5% of their pensionable remuneration

plus

3.5% of net pensionable remuneration

(i.e. pensionable remuneration less twice the annual rate of social insurance old age contributory pension payable at the maximum rate to a person with no adult dependent or qualified children).

Persons who become pensionable officers who are liable to pay the Class D rate of PRSI contribution will be required, in respect of their superannuation contribution, to contribute to the local authority at the rate of 5% of their pensionable remuneration.
The provisions of the Spouses and Children’s / Widows & Orphans Contributory Pension Scheme will continue to apply.

New entrants will be admitted to the Single Public Service Pension Scheme with effect from the date of appointment.  The scheme is contributory and provides pension, retirement gratuity, death gratuity and survivors benefits.  To qualify for a pension the successful candidate must have served a minimum of two years employment in a local authority.
Residence

Holders of the office will reside in the district in which their duties are to be performed or within a reasonable distance thereof, as determined by South Dublin County Council.

Retirement Age
There is no mandatory retirement age for new entrants to the public service as defined in the Public Service Superannuation (Miscellaneous Provisions) Act 2004. 

Anyone who is not a new entrant to the public service, as defined in the Public Service Superannuation (Miscellaneous Provisions) Act 2004, is subject to a compulsory retirement age of 65 years or as determined in accordance with Department Circulars and in line with Government Policy. 

The maximum retirement age for new entrants as defined by the Public Service Pensions (Single Scheme and other Provisions) Act 2012 is 70 years.
Incentivised Scheme for Early Retirement (ISER)
It is a condition of the Incentivised Scheme for Early Retirement (ISER) as set out in Department of Finance Circular 12/09 that retirees, under that Scheme, are debarred from applying for another position in the same employment or the same sector. Therefore, such retirees may not apply for this position.
Working Hours
The successful candidates normal hours of work will be 37 hours per week.  
The Council reserves the right to alter your hours of work from time to time.

Annual Leave
Annual leave entitlement for the position of Assistant Staff Officer is 30 days.

Probation
Where a person is permanently appointed to South Dublin County Council, the following provisions will apply - 

(a) there will be a period after appointment takes effect, during which such a person will  hold the position on probation; 

(b) such period will be one year but the Chief Executive may, at his discretion, extend such period;

(c) such a person will cease to hold the position at the end of the period of probation unless during this period the Chief Executive has certified that the service is satisfactory;

(d) the period at (a) above may be terminated on giving one week’s notice as per the Minimum Notice and Terms of Employment Acts;

(e) there will be assessment(s) during the probationary period;
(f) Officers who have already completed a probationary period with another Local Authority will not be obliged to serve probation with South Dublin County Council.
Assessment Procedure:
Candidates will have to demonstrate from their application form to the satisfaction of a short-listing board that they possess sufficient skills and experience in the competencies listed below in order to be called for interview. 

· Delivering Results

· Personal Effectiveness
Candidates short-listed for interview will then be assessed at the interview under the competencies listed above and the additional competency of local government knowledge and understanding using some / all of the following indicators within each competency. 

Delivering Results
· Identifying problems and contributing to solutions
· Organising work programme and implementing solutions

· Excellent clerical / administrative experience

· Managing resources

· Delivering quality work and customer services

· Understands the need for ongoing change

· Flexibility and openness to change

Personal Effectiveness
· Engaging with staff and the team in a motivational and supportive way

· Building and maintaining positive working relationships

· Effective communication skills

· Working on own initiative

· Supervising staff 

Local government knowledge and understanding

· Knowledge of the structure and functions of local government

· Understands the Council’s purpose, goals and priorities

· Understands the role of the elected Council

· Knowledge of current local government issues and advocates practical approaches to addressing them

· Clear and realistic view of future trends and strategic direction of local government

· Understanding of the role of an Assistant Staff Officer in this context

Recruitment
Selection will be by means of a competition based on an interview conducted by or on behalf of the Council. 

South Dublin County Council reserves its right to shortlist candidates in the manner it deems most appropriate which may include shortlisting on the basis of qualifications and experience. Shortlisting will be on the basis of information supplied on the application form and the likely number of vacancies to be filled.  It is therefore in your own interest to provide a detailed and accurate account of you qualifications / experience on the application form.
A panel may be formed on the basis of such interviews. Candidates whose names are on a panel and who satisfy the Council that they possess the qualifications declared for the post and that they are otherwise suitable for appointment may, within the life of the panel, be appointed as appropriate vacancies arise. The life of the panel shall be for a period of one year from the date of its formation. 

The Council will not be responsible for any expenses a candidate may incur in attending for interview.

For the purpose of satisfying the requirement as to health it will be necessary for successful candidates to undergo a medical examination by a qualified medical practitioner to be nominated by the Council. 

Appointment will also not proceed without the Council obtaining two satisfactory references at least one of which must be from an employer. Said employer must not be related to the applicant.

South Dublin County Council will require persons to whom appointments are offered to take up such appointments within a reasonable period of time as determined by the Council and if they fail to take up appointment within such period or such longer period as the Council in its absolute discretion may determine, the Council shall not appoint them.

Garda Vetting will be sought in accordance with the National Vetting Bureau Act, 2012 – 2014.

A candidate who does not attend for interview when and where required will have no further claim to consideration.
Only applications received by email and on the official application form will be accepted.  Emails should be addressed to recruitment@sdublincoco.ie only and must be received no later than 12 noon, 6th December 2018. Application forms received after the closing date will not be accepted.  

Applicants should hold themselves in readiness for interview any time after the closing date.

South Dublin County Council is an equal opportunities employer.

Canvassing will automatically disqualify.
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