
Job Description & Specification

Post:
Administrative Officer – Grade VII 

Reporting:

The Grade VII reports to the CE, the Relevant Director and the

Relevant Head of Department.
Place of Work:
Administrative Offices – Portlaoise.  However, LOETB reserves the right to assign a staff member to any location/department as the service exigencies require.
Hours of Work:
Monday to Friday – 37 hours per week.
Salary Scale:
€50,832- €66,083 (15 points)
	Post Summary: 
· The successful applicant will be a senior member of the Human Resource Management team responsible, under general direction, for Pensions, Audit (both Internal & External), Salary Arrears, Salary Projections, Contracts. The successful applicant may have a large, multi-level staff and will be expected to take responsibility for decision making in the section or area.

· The management of staff within the Human Resource Department and other Departments where required.

· To plan and prioritise work in terms of important timescales and other resource constraints.

· To assist with the development of a high-performing team, focussed on delivering effective policy and implementation, developing the skill requirements of the team and mentoring and coaching team members to develop their potential.

· Preparation of reports as required by the relevant department. 

· To contribute to the ongoing development and implementation of Strategic initiatives across LOETB. 

· To contribute, as appropriate, to the full range of policy development across LOETB.

· To assist with effective leadership in promoting the values of LOETB and establishing a positive working culture and environment for all employees that supports the attainment of LOETB’s goals.

· To communicate efficiently and build productive working relationships with relevant internal and external stakeholders.

· To represent the relevant departments at meetings as required.

· To research issues thoroughly, consult appropriately to gather all information needed on an issue.

· Carry out lawful orders of the Chief Executive.

· Carry out any other duties appropriate to the grade which may be assigned from time to time.

Selection Criteria:

Qualification/Experience

· High level of experience and knowledge of the administrative function.
· An excellent knowledge and skill in the use of ICT.  The appointee will be expected to use new technologies as they arise.  The appointee is also expected to continue to update his/her knowledge and skills in the area of ICT.

· Excellent judgement, problem solving and analytical skills.

· Excellent management and leadership skills, with an ability to manage conflict and influence and engage peers.

· Excellent organisational skills and an ability to manage deadlines.

· Ability to generate strong team morale, co-operation and participation.

· Ability to process work with a high level of attention to detail.

· Ability to reflect on one’s own work, and the wider consequences of financial decisions.

· Ability to prepare reports/returns other submissions as may be required from time to time by the ETB, DES, SOLAS, Auditors and other appropriate organisations/bodies.

· Ability to assist in the development and implementation of policies/procedures in the relevant departments.

· Demonstrates enthusiasm for new developments/changing work practices and strives to implement these changes effectively.

· Maximises the contribution of the team, providing support and working effectively with others.

· Assists with effective leadership in promoting the values of LOETB and establishes a positive working culture and environment in an organisation undergoing significant organisational and cultural change.

· Upholds high standards of honesty, ethics and integrity.

             Essential:  

· Candidates must have the requisite knowledge, skills and competencies to carry out the role.

· Be capable and competent of fulfilling the role to a high standard.

· Have obtained at least Grade D3 in five subjects in the Leaving Certificate Examination (higher, ordinary, applied or vocational programmes) or equivalent or have passed an examination at the appropriate level within the QQI qualifications framework which can be assessed as being of a comparable to Leaving Certificate standard or equivalent or higher or have appropriate relevant experience which encompasses equivalent skills and expertise.
· Have at least two years in a Grade III post, or equivalent, or higher, in the Education and Training Sector. For the purposes of filling vacancies in Grades IV, V, VI and VII in ETBs only, at least two years’ service in an ETB Caretaker Grade will also be considered valid.  

· Have successfully completed their probation period or have successfully completed a probation period at a lower eligible grade. 

Competencies required:

The appointee to the Grade VII post will be required to show evidence of the following competencies: 

Team Leadership 
· Works with the team to facilitate high performance, developing clear and realistic objectives and addressing any performance issues if they arise. 

· Provides clear information and advice as to what is required of the team. 

· Strives to develop and implement new ways of working effectively to meet objectives. 

· Leads the team by example, coaching and supporting individuals as required. 

· Places high importance on staff development, training and maximising skills & capacity of team. 

· Is flexible and willing to adapt, positively contributing to the implementation of change. 
· Deals with any tensions within the team in a pro-active manner. 

· Encourages, listens to and acts on feedback from the team to make improvements. 

· Actively shares information, knowledge and expertise to help the team to meet agreed objectives. 

Judgement, Analysis & Decision Making 
· Gathers and analyses information from relevant sources, whether financial, numerical or otherwise weighing up a range of critical factors. 

· Takes account of any broader issues, agendas, sensitivities and related implications when making decisions.
· Uses previous knowledge and experience in order to guide decisions.

· Uses judgement to make sound decisions with a real reasoned rationale and stands by these.

· Puts forward solutions to address problems.

Management & Delivery of Results 
· Takes responsibility and is accountable for the delivery of agreed objectives
· Successfully manages a range of different projects and work activities at the same time.

· Structures and organises their own and others work effectively.

· Is logical and pragmatic in approach, delivering the best possible results with the resources available.

· Delegates work effectively, providing clear information and evidence as to what is required.

· Proactively identifies areas for improvement and develops practical suggestions for their implementation.

· Demonstrates enthusiasm for new developments/changing work practices and strives to implement these changes effectively.
· Applies appropriate systems/processes to enable quality checking of all activities and outputs.

· Practices and promotes a strong focus on delivering high quality customer service, for internal and external customers.
Interpersonal & Communication Skills 
· Builds and maintains contact with colleagues and other stakeholders to assist in performing role. 

· Acts as an effective link between staff and senior management. 

· Encourages open and constructive discussions around work issues. 

· Projects conviction, gaining buy-in by outlining relevant information and selling the benefits. 

· Treats others with diplomacy, tact, courtesy and respect, even in challenging circumstances. 

· Presents information clearly, concisely and confidently when speaking and in writing. 

· Collaborates and supports colleagues to achieve organisational goals.

Specialist Knowledge, Expertise and Self Development 
· Has a clear understanding of the roles objectives and targets of self and the team and how they fit into the work of the ETB and effectively communicates this to others. 

· Has high levels and broad Public Sector knowledge relevant to his/her area of work.

· Focuses on self-development, striving to improve performance.

Drive & Commitment to Public Service Values 
· Strives to perform at a high level, investing significant energy to achieve agreed objectives. 

· Demonstrates resilience in the face of challenging circumstances and high demands.

· Is personally trustworthy and can be relied upon.

· Ensures that customers are at the heart of all services provided.

· Upholds high standards of honestly, ethics and integrity.


