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ASSISTANT STAFF OFFICER
Grade 4
Information Booklet for Candidates
Please Read Carefully Before Applying
	Closing Date:  – Friday, 29th November 2019 by 5.00pm



The Local Government Management Agency is committed to a policy of equal opportunity.

Contact
Human Resources (Internal)
Local Government Management Agency 
Local Government House, 35-39 Ushers Quay, Dublin 8 D08 XKP7
Telephone: (353) 1 633 2200

Email:  jobapplications@lgma.ie

www.lgma.ie

Local Government Management Agency

The Organisation

The Local Government Management Agency (LGMA) is a state agency that provides a range of services and supports to the local government sector.  We are an agency of the Department of Housing, Planning and Local Government, primarily funded by local authorities. 

Through our work with local authorities and other stakeholders, we support co-ordinated and effective delivery of local government services and policy. 

Our work is guided by the local authorities and geared towards helping them to improve efficiency across services; to implement change; and, to make use of leading practice from inside and outside the sector. 


Working for the LGMA gives you the opportunity to gain experience at the heart of local government and to make a real difference for local authorities and citizens in Ireland.

What we do

The LGMA’s work extends across a number of diverse areas in order to meet the changing needs of the local government sector. 

· We drive, monitor and maintain shared services projects across the local government sector. 
· We advise and support on strategy and policy development across the local government sector. 

· We provide professional Human Resources (HR) and Industrial Relations (IR) guidance, advice and support to local authorities. 

· The LGMA develops, procures, maintains and provides support for several internal ICT systems in use in the local government sector. 

· Our Libraries Development section is the national advisor and development agency for public libraries in Ireland.  

· Our Water Services Transition Office (WSTO) supports the Water Services Reform Programme and the transition of services to Irish Water.

· The LGMA provides research and communications support to the local government sector. 

Our structure 

The LGMA is structured in five divisions. 

Local Government Strategy, Research and Communications 
This division provides support to local authorities and the County and City Management Agency (CCMA) on policy and strategy development and supports research and communications for the sector. 


Water Services Transition Office 
This section supports local authorities in their interactions with Irish Water and in implementing government policy on the transition of water services to Irish Water. 

Local Government Organisational Support 
This division provides advisory services to local authorities on the day-to-day running of their authority, for example in the areas of HR, ICT, and Finance. 


Local Government Programme Management and Innovation 
This section manages specific projects and undertakes continuous improvement initiatives for the local government sector, including in the area of innovation and strategic support.
LGMA Operations 
This section is concerned with the day-to-day running of LGMA operations and includes servicing the LGMA Board, internal HR, corporate services and finance. 

ASSISTANT STAFF OFFICER (GRADE 4)

The Assistant Staff Officer works as part of a team, supporting the line manager and other colleagues to meet the LGMA work goals and objectives.   The Assistant Staff Officer is a support or supervisory position within the Agency and is assigned responsibility for the day to day operation of a work area, section or team.  The role is varied and requires the post holder to be flexible, capable of meeting statutory deadlines and to ensure commitment to delivering quality results.  He/she is expected to carry out duties in a manner that enhances trust and confidence.
The duties of an Assistant Staff Officer are varied and can involve assignment to different parts of the organisation or different areas of work.  The performance of the entire range of duties is not necessarily confined to any one individual within a section, as the work requires that employees in the role, function in a flexible manner and work effectively together as a team to deliver required outcomes or outputs.

The post holder will work under the direction and management of a designated official and the following reflects the typical duties required of the post holder:

Duties and Responsibilities of the role/s will involve the following:

· To support the line manager to ensure the section or department work programmes are implemented to deliver on the LGMA’s Corporate Plan and operational plans.

· To communicate and liaise effectively with employees, supervisors and line managers in other sections and customers in relation to operational matters for their section or area of work

· To prepare reports, correspondence and other documents as necessary.

· To organise and facilitate internal and external meetings and document same.

· To provide assistance and support in the delivery of projects as required.

· To ensure high levels of customer service, responding to queries and requests for information in a professional and courteous and timely manner.
· Provide cover to the LGMA reception and switchboard on a rota basis as required, greeting visitors, booking meeting rooms, registering post and providing other reception services as required.

· Carrying out any other duties that may be assigned from time to time by the Line Manager.

Suitable Candidates must be able to demonstrate: 
· General administration experience within a busy office environment

· Strong attention to detail/analytical skills and sound judgement

· A proven track record of delivering high quality results under pressure

· Plan, prioritise and organise their workload on their own initiative

· The ability to work independently and/or cooperatively within a team environment;

Desirable work experience in the following areas:-
· Facilities Management

· Procurement related to facilities i.e. supplies, catering, security, cleaning ect.

· Health and Safety

· Business Continuity

· GDPR

· Freedom of Information and Model Scheme 

· Contract Management / Records Management

· HR Administration, knowledge of CoreHR System
· Knowledge of Financial Management System, Agresso

Essential Requirements for Assistant Staff Officer, Grade 4
1. Character

Each candidate must be of good character.

2. Health

Be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service

3. Education, Training, Experience etc.

Each candidate must, on the latest date for receipt of completed application forms:

(i) Have a good general level of education,


and

4. Demonstrate the competencies set out below – see page 6
5. Other Eligibility Criteria

Eligibility to Compete and Certain Restrictions on Eligibility

Candidates should note that eligibility to compete is open to citizens of the European Economic Area (EEA). The EEA consists of the Member States of the European Union along with Iceland, Liechtenstein and Norway. Swiss citizens under EU agreements may also apply.  Other candidates may be eligible to compete subject to their having or obtaining an appropriate work permit for the nature and duration of the position.
Former Public Service Employees 
Eligibility to compete may be affected where applicants were formerly employed by the Irish Public Service and previously availed of an Irish Public Service Scheme including:
· Incentivised Scheme for Early Retirement (ISER)

· Department of Health and Children Circular (7/2010) 
· Collective Agreement: Redundancy Payments to Public Servants 
Applicants should ensure that they are not precluded from re-engagement in the Irish Public Service under the terms of such Schemes.  This is a non-exhaustive list and any queries should be directed to the applicant’s former Irish Public Service Employer in the first instance.  

Declaration 
Applicants will be required to declare whether they have previously availed of a public service scheme of incentivised early retirement and/or the collective agreement outlined above. Applicants will also be required to declare any entitlements to a Public Service pension benefit (in payment or preserved) from any other Public Service employment and/or where they have received a payment-in-lieu in respect of service in any Public Service employment.
The Application and Selection Process

How to Apply

Applications must be made on the official application form only in typed format only and all sections must be completed in full. When completing the application form accuracy is essential.  The information you supply in the application form will play a central part of the selection process.  

	The completed application form(s) must be forwarded so as to reach the 

The Local Government Management Agency
 Local Government House, 35-39 Ushers Quay, Dublin 8
not later than 5pm on Friday, 29th November 2019
Applications must be emailed directly to jobapplications@lgma.ie



If you do not receive an acknowledgement of receipt of your application within two working days of applying, please check your Junk/Spam folders as email notifications may be filtered into your Junk/Spam email folders.  Any other queries regarding your application form should be emailed to jobapplications@lgma.ie.
Selection Process

Shortlisting exercise

The Agency reserves the right to shortlist applications based on the information supplied in the application form.  In the event of a shortlisting exercise being employed, the Interview Board will examine the information provided in your application, assess it against the criteria based on the requirements for the position and decide if you will be shortlisted, relative to the other candidates applying for the position.
Competitive main interview 
Admission to the Selection Interview is conditional on receipt of a completed application form by the required cut-off date.  

The onus is on all applicants to make themselves available for the obligatory interview on the date specified by the LGMA and to make whatever arrangements are necessary to ensure that they receive communications sent to them at the address specified on their application form. Interviews will be conducted by an Interview Board set up by the LGMA.  The Interview Board will assess the merits of candidates.  Only candidates who reach such a standard as the Interview Board consider satisfactory in the competitive interview will be considered for selection.  
Before being recommended for appointment candidates will satisfy the Interview Board that they possess the requisite knowledge and ability for the proper discharge of the duties of the position.

Candidates will be assessed under the following competencies – See attached Framework in Appendix 1:

	PURPOSE AND CHANGE
	Knowing the purpose of your section and its priorities

	DELIVERING RESULTS
	Identifying Problems and Contributing to Solutions

	PERSONAL PERFORANCE
	Performing Effectively

	PERSONAL EFFECTIVENESS
	Personal Motivation, Initiative and Achievement


Feedback and review 
Candidates have the right to seek feedback from their interview.  Should a candidate be unhappy with an action or decision in relation to their application for appointment, they have the right to seek a review of the process.  This request must be made within 5 working days of receiving notification of the decision on their application.  
Panel
A panel may be formed on the basis of such interview. Candidates whose names are on a panel and who satisfy the LGMA that they possess the qualifications declared for the office and that they are otherwise suitable for appointment may with the life of the panel be appointed as appropriate vacancies arise.  The life of the panel will not be more than one year, unless extended.  
Candidates should note that canvassing will disqualify.

Principal Conditions of Service
General
The appointment is to a permanent post in the Local Government Management Agency and is subject to general terms and conditions in operation relating to appointments in the Agency.
Remuneration
The salary scale applicable to this position is as follows as at 1.9.19:
	Point No.
	1
	2
	3
	4
	5
	6

	Salary
	€28,049pa
	€29,966pa
	€32,850pa
	€34,646pa
	€36,218pa
	€37,736pa

	Point No.
	7
	8
	9
	10 1st LSI
	11 2nd LSI
	

	Salary
	€39,786pa
	€41,271pa
	€42,777pa
	€44,163pa
	€45,554pa
	

	
	
	
	
	
	
	


The salary shall be fully inclusive and shall be as determined from time to time.  The holder of the office shall pay to the LGMA any fees or other monies (other than his/her inclusive salary) payable to or received by him/her by virtue of his/her office or in respect of services which he/she is required by or under any enactment to perform.
Important Note

Entry will be at the minimum of the scale i.e. €28,049pa and the rate of remuneration will not be subject to negotiation and may be adjusted from time to time in line with Government pay policy.  Different terms and conditions may apply if you are currently a serving civil or public servant. 

Subject to satisfactory performance increments may be payable in line with current Government Policy.
Tenure

The position of Assistant Staff Officer, Grade 4 is full-time and permanent. 

Hours of Attendance
Hours of attendance will be as fixed from time to time.  Typically, hours will be of the order of 37 hours per week.  The position holder will be required to work a five-day week.  The LGMA currently have a flexible working hour attendance scheme in operation.
Location

An officer’s headquarters shall be such as may be designated from time to time.  At present the LGMA has offices at two locations in Dublin.  When absent from home or headquarters on official duty appointees will be paid appropriate travelling expenses and subsistence allowances, subject to normal regulations.
Annual leave

The Annual Leave allowance for New Entrants is 30 days.  This allowance is subject to the usual conditions regarding the granting of annual leave in the LGMA, is based on a five-day week and is exclusive of the usual public holidays. 
Sick Leave

Pay during properly certified sick leave absence will apply, in accordance with the provisions of the Public Service Sick Leave Scheme, 2014.

Superannuation and Retirement 

The successful candidate will be offered the appropriate superannuation terms and conditions as prevailing in the Public Sector, at the time of being offered an appointment. In general, and except for candidates who have worked in a pensionable (non-single scheme terms) public service job in the 26 weeks prior to appointment, this means being offered appointment based on membership of the Single Public Service Pension Scheme (“Single Scheme”). Key provisions attaching to membership of the Single Scheme can be found at www.per.gov.ie/pensions
Persons who become pensionable officers of the LGMA, who are liable to pay the Class A rate of PRSI contribution will be required in respect of their superannuation to contribute to the LGMA at the rate of 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 dependant or qualified children).

Persons who become pensionable officers of the LGMA who are liable to pay the Class D rate of PRSI contribution will be required, in respect of their superannuation, to contribute to LGMA at the rate of 5% of their pensionable remuneration.  All persons who become pensionable officers of the LGMA are required, in respect of the Local Government (Spouses and Children’s Contributory Pension) Scheme, 1986, to contribute to the LGMA at the rate of 1.5% of their pensionable remuneration in accordance with the terms of the Scheme.

Medical Examination


For the purpose of satisfying the requirement as to health it will be necessary for successful candidates, before being appointed, to undergo at their own expense a medical examination by a qualified medical practitioner to be nominated by the Agency.  On taking up appointment, the expense of the medical examination shall be refunded to candidates.

Offer of Appointment
The LGMA shall require persons to whom an appointment is offered to take up such appointment within a period of not more than one month.  If they fail to take up the appointment within such period, or such longer period as the Agency in its absolute discretion may determine, the Agency shall not appoint them.

All appointments are subject to receipt of satisfactory references and candidates may be required to produce documentary evidence of qualifications or experience claimed in their applications.

Secondment
If the person appointed is already an existing pensionable officer of a local authority, Health Board in the State or a serving Civil Servant of the State, arrangements may be made to have that person seconded to the Agency in the first instance.
Probation
Where persons who are not already permanent employees of the LGMA are appointed, the following provisions shall apply:

(a) there shall be a period after such appointments take effect during which such persons shall hold the position on probation;

(b) such period shall be six months duration but the Chief Executive may at his or her discretion extend such period;

(c) such persons shall cease to hold the position at the end of the period of probation unless during such period the Chief Executive has certified that the service of such persons is satisfactory. 

Removal from Office

The procedure for the removal of a permanent officer shall be the same as for an officer of a local authority, with the necessary modifications.

Important notice
The above represents the principal conditions of service and is not intended to be the comprehensive list of all terms and conditions of employment which will be set out in the employment contract to be agreed with the successful candidate(s).
General Information
Confidentiality
All enquiries, applications and all aspects of the proceedings are treated as strictly confidential and are not disclosed to anyone outside those directly involved in the recruitment process.
Freedom of Information

Candidates can expect that all enquiries, applications and all aspects of the proceedings are treated as strictly confidential subject to the provisions of the Freedom of Information Act, 2014.

Data Protection

The information submitted with an application is used in processing the candidature and subsequent employment (if successful) and such information is held subject to the rights and obligations of the Data Protection Acts.

Deeming of candidature to be withdrawn

Candidates who do not attend for interview as requested or do not furnish such evidence as requested in regard to any matter relevant to their candidature, will have no further claim to consideration.

Appointments from panels

It is envisaged that a panel of qualified individuals will be established from which future vacancies, should they arise, may be filled.  Qualification and placement on a panel is not a guarantee of appointment to a position.  Please note that once a candidate has been assigned they will no longer remain on the panel.

Non-Refund of Expenses
The Agency shall not be responsible for any expenses incurred by candidates in attending for interview.
Structured Training and Development Programme

LGMA operate a Personal Development Programme linked to the Performance Management and Development System which will assist the individual in creating a Personal Development Portfolio.  

All Officers are actively encouraged to apply for a place on organisational educational and training programmes, in addition to gaining specific skills training – which is determined on a one-to-one basis.  The person(s) appointed will, on their own initiative or at the request of LGMA, avail from time to time, of such training as is deemed necessary to meet the requirements of the position.
APPENDIX 1 - COMPETENCY FRAMEWORK

GRADE 4 – Level Competencies
	Pillar One
	Pillar Two
	Pillar Three
	Pillar Four

	Purpose and Change
	Delivering Results
	Personal Performance
	Personal Effectiveness

	 
	Frontline
	 
	Frontline
	
	 
Frontline
	
	Frontline

	1.1
	Knowing the purpose of your section and its priorities
	2.1
	Identifying Problems and Contributing to Solutions
	3.1
	Contributing Positively 
	4.1
	Skills, Experience and Knowledge 

	1.2
	Understanding the Role of the Elected Council and the Elected Members
	2.2
	Implementing Work Programmes
	3.2
	Performing Effectively
	4.2
	Resilience and Personal Well Being 

	1.3
	Understanding and complying with the Code of Conduct for all Employees
	2.3
	Taking Care of Council Resources
	3.3
	Co-operating to Reduce Conflict
	4.3
	Integrity 

	1.4
	Maintaining a Positive Image of the Council
	2.4
	Complying with Council Rules
	3.4
	Communicating Effectively 
	4.4
	Personal Motivation, Initiative and Achievement 

	1.5
	Co-operating with Change
	2.5
	Delivering Quality Work and Services
	
	
	
	

	1.6
	Safety, Health and Welfare at Work
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