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INFORMATION BOOKLET
PLEASE READ CAREFULLY




	Open Competition for the purpose of recommending person(s) for appointment to the position of:



Education and Training Boards Ireland (ETBI)
Head of Human Resources/Industrial Relations (HR/IR) Services
(Ref: 05.21)


Closing Date:    Thursday 13th May 2021 at 12.00 noon










ETBI is committed to a policy of equal opportunity.







Education and Training Boards Ireland (ETBI)
 	 	
Head of Human Resources/Industrial Relations (HR/IR) Services (Ref: 05.21)

Overview of main functions carried out by Education and Training Boards Ireland 
Under the Education and Training Boards Act 2013, Education and Training Boards Ireland (ETBI) is defined as: “An association established to collectively represent education and training boards and promote their interests, which is recognised by the Minister for the purposes of this Act.”

Under the Act the Minister may request ETBI to:

· Make representations on behalf of an ETB in respect of its functions.
· Conduct surveys in respect of information sought by the Minister in respect of the performance of functions by ETBs.
· Give such assistance to an ETB as the Minister considers necessary for the effective discharge of its functions.
· Assist two or more ETBs in the joint performance by them of any of their functions.
· Assist an ETB that has entered into an arrangement with an education or training provider for the joint performance of any of the functions of the Board.

Education and Training Boards (ETBs) were statutorily established on 1 July 2013 and they are constituted from the former VECs and FÁS Training Centres. ETBI was also established on 1 July 2013.

The principal objective of ETBI is to promote the development of education, training and youthwork in Ireland.

ETBI therefore:
· Represents, negotiates and advocates on behalf of member ETBs.
· Consults and negotiates at national level on behalf of ETB members with Government Departments, Trade Unions and with a range of other relevant bodies and authorities.
· Promotes the development and implementation of appropriate education and training policies, procedures and guidance for member ETB.
· Conducts research, devises and delivers education and training programmes targeted at the general ETB membership.

ETBI head office services to its members include:
· Education Policy
· HR, IR and Legal Support
· Procurement
· Training
· Corporate Services 


ETB schools are state funded, co-educational and underpinned by the core values of:

· Excellence in Education
· Care
· Quality
· Community
· Respect

Purpose of the Role
Education Training Boards Ireland (ETBI) provides a representative and advocacy role on behalf of the 16 Education Training Boards (ETBs) in Ireland.
Reporting to Director of OSD, the Head of Human Resources/Industrial Relations (HR/IR) Services will represent and support the ETBs in HR/IR and related matters.  These activities will include interalia; (i) providing a professional and efficient HR/IR service, offering strategic support and advice; and (ii) act as a key advisor on behalf of the sector, in participating in negotiations on industrial relations matters with the unions, the Department of Education, the Department of Further and Higher Education and management bodies and (iii) working with Department of Education in developing Circular letters for the sector.
The Head of Human Resources/Industrial Relations (HR/IR) Services will work closely with ETB members (Chief Executives, ETBs & HR Managers) and ETBI’s General Secretary in promoting HR practices, developing HR strategies, and supporting the HR/IR – governance function in ETBs.

Responsibilities:
The role of the Head of Human Resources/Industrial Relations (HR/IR) Services will include (but not be limited to) the following:

Human Resources
· Provide advice and support to member ETBs on employee relations, industrial relations and human resources matters.
· Developing and evaluating HR policies, procedures, and protocols in compliance with Department of Education circulars.
· Assisting and facilitating the development and operation of ETBI HR Group 
· Co-ordinating and/or supporting extant and ad-hoc sub-groups of the HR/IR Group.
· Participating in management meetings, consulting in areas of organisational development, employee communications and other specialist projects.
· Developing reporting tools to measure effectiveness and recommend changes to existing programmes/ processes.
· Compiling relevant research, undertaking surveys for ETBI, the Department of Education (DE) and Department of Further and Higher Education, Research, Innovation and Science (D/FHERIS) and other relevant bodies as appropriate.
· Contributing to ETBI’s annual report
· Establish a fortnightly HR/IR Clinic to support ETBs members by providing updates and advice to HR practitioners on HR/IR and circular letters.
· Writing and maintaining up to date content matters relating to HR/IR matters and Pensions on the ETBI website including developing and oversight of content on the HR/IR/Pension repository resources.
· Participate in OGP sourcing and evaluation teams for procurement of HR/IR related services. 
· Dissemination of information from national bodies.
· Support ETBI plans on strategy and policy matters.


Industrial Relations (IR)
· Development and maintenance of appropriate relationships with the Department of Education, D/FHERIS, trade unions and external bodies.
· Participating in and support of IR Groups, including the Teacher Conciliation Council, SNA IR Forum, ETB IR Forum, ETB Consultative Group etc. 
· Communication and engagement with ETBs, DE, D/FHERIS and trade unions on IR matters
· Contribute on behalf of the sector with Workplace Relations Commission (WRC) and Labour Court engagement

It is intended that the role will develop into the following areas.

Equality, Diversity & Inclusion (EDI)
· Assist and facilitate the direction for EDI including developing an ETB members’ EDI framework to support the delivery of a comprehensive set of objectives.

Health & Safety
· To provide health and safety advice, support and services to the member ETBs to assist in developing and implementing all necessary H&S procedures and policies and ensure compliance with legislation, codes, standards, and industry best practice.

Training & Development
· To work with ETBs to devise and/or identify professional development programmes and strategies to develop organisational skills and competencies aligned with implementation of the ETBI Strategy.
· Writing content and delivering training as may be required from time to time in line with ETBI strategic training objectives.

· To act as spokesperson for ETBI on HR/IR/EDI/H&S as required.

This job description is intended to give a general description of the duties assigned and this not intended to be either restrictive or definitive and may be amended to reflect duties appropriate to the Grade of the successful candidate. It will be subject to periodic review with the individual.  Opportunities for training to support delivery of new initiatives will be considered. 

Essential Requirements:
The post holder is expected to:
· Have a minimum of four years’ experience at senior HR management level in a public sector/service organisation.
· Wide ranging knowledge and experiences in HR management including employee relations, industrial relations developed ideally in a partnership environment.
· Experience of working and influencing at executive and senior levels in an organisation. 
· Experience of using research and analytical data to develop the case for change and to assess the impact of policy and activity on different protected groups.
· Effective planning and project management skills and the ability to set and work to personal, team and strategic deadlines. 
· High level facilitation and presentation skills.
· Excellent communication and well-developed interpersonal skills and a proven ability to communicate at all levels on HR/IR matters internally and externally.

Desirable 
· Possess a degree in Human Resource Management/Industrial Relations/ Business related field.
· Possess an extensive knowledge of Irish and EU employment legislation.
· Demonstrable leadership skills and initiative.
· Experience in negotiations.
· Strong analytical and report writing skills.

Competencies Required:
The Head of Human Resources/Industrial Relations (HR/IR) Services will be required to show evidence of the following competencies:

Leadership
· Articulates a strong vision of the core HR contribution and purpose and creates positive           optimistic views about the future of HR.
· Evidence of how the person creates a climate in which people want to do their best, shares ownership, visibility and successes.
· Acts in a manner consistent with the vision and values of the organisation.
· Is comfortable taking a strong position on core service issues but will encourage direct and tough debate around the issues.
· Displays a consistent and appropriate set of core values and beliefs on the job and leads on the standards by own behaviour.
· Can articulate clear objectives for the development of the HR department and is a reflective practitioner in that regard.

Negotiation and Influencing

· Thinks in advance who and how to influence; puts in place a communication strategy for complex issue.
· Builds and uses networks across sectors and disciplines, regularly builds coalitions of interest around new proposals.
· Has strong two-way listening skills; is able to elicit information from others in a non-threatening  way and can read between the lines.
· Able to use body language appropriately, e.g., eye contact, having a strong physical presence. 
· Is a strong advocate.




Analysis and 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 and related implications when making decisions.
· Uses previous knowledge and experience in order to guide decisions.
· Makes sound decisions with a well-reasoned rationale and stands by these.
· Puts forward solutions to address problems.

Management and 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.

Communication Skills
· Communicates clearly in the spoken word; makes well-structured and persuasive presentations.
· Can communicate in a rational, emotional mode as appropriate in order to engender enthusiasm in the audience.
· Is comfortable using more than one medium to present a message.
· Writes authoritatively and clearly in terms of memos, directives, and reports.
· Develops fluent and cogent written proposals and papers to suit a variety of audiences.
· Chairs meetings with structure, clarity, and strong positive facilitation.

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 unit and department/organisation and effectively communicates this to others.
· Has high levels of expertise and broad Public Sector knowledge relevant to his/her are of work.
· Focuses on self-development, striving to improve performance.

Drive and 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 honesty, ethics, and integrity.

Health
A candidate for, and any person holding, the office must be fully competent and capable of undertaking the duties attached to the office and be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.

Candidates must:
· Have the knowledge and ability to discharge the duties of the post concerned.
· Be suitable on the grounds of character.
· Be suitable in all other relevant respects for appointment to the post concerned.

And if successful, they will not be appointed to the post unless they:
· Agree to undertake the duties attached to the post and accept the conditions under which the duties are, or may be required to be performed.
· Are fully competent and available to undertake, and fully capable of undertaking the duties attached to the position.


Citizenship Requirement:
Candidates should note that eligibility to compete is open to citizens of the European Economic Area (EEA) or to non-EEA nationals with a valid work permit.  The EEA consists of the Member States of the European Union along with Iceland, Liechtenstein, Norway, Switzerland and Norway. Swiss citizens under EU agreements may also apply.

Candidates must:
· Have the knowledge and ability to discharge the duties of the post concerned;
· Be suitable on the grounds of character;
· Be suitable in all other relevant respects for appointment to the post concerned
And if successful, they will not be appointed to the post unless they:
· Agree to undertake the duties attached to the post and accept the conditions under which the duties are, or may be required to be performed;
· Are fully competent and available to undertake, and fully capable of undertaking the duties attached to the position.

CONDITIONS OF SERVICE

Terms of Appointment
This appointment will be a 2-year fixed-term contract subject to a six-month probationary period. If at any-time during this period, it appears that the appointee would not be suitable for final appointment the probation will be terminated.   

Secondment from the education sector may be considered for the filling of the position.

Reporting Structure
The Head of Human Resources/Industrial Relations (HR/IR) Services will report to the Director of Director of Organisation Support and Development (OSD).

Remuneration
The salary scale applicable to this position is the ETB Assistant Principal Officer scale.  The salary scale as of 1st October 2020 is €70,734 – €85,573 (including two long service increments)

Starting salary 
Candidates should note that the starting salary will be at the minimum of the appropriate pay-scale and will not be subject to negotiation. 

Different remuneration and conditions may apply, if, immediately prior to appointment the appointee is already a serving Public Servant. 

Prior to taking up duty an appointee seconded to the post will be required to provide a comprehensive statement to ETBI from his/her substantive employer confirming salary and pension details.

Annual Leave
The Head of Human Resources/Industrial Relations (HR/IR) Services will be entitled to 30 working days holidays in each year (in addition to the usual Public and Bank Holidays) to be taken at a time or times convenient to the ETBI.  The successful candidate will be required to take annual leave for the period of the Christmas closure of ETBI. 

Sick Leave 
Different conditions may apply, if, the appointee is seconded from the education sector (public servant).

Prior to taking up duty, an appointee seconded to the post will be required to provide to ETBI their sick leave records for the previous 4-year rolling period from his/her substantive employer.

Termination
The appointment will be terminated by one month’s notice in writing on either side.

Pension
The appointee will be eligible to join the ETBI’s pension scheme after 6 months satisfactory service.

If the appointee is seconded from the education sector (public service), the rules of the superannuation scheme applicable to their substantive grade will apply.

Location 
The place of work for the Head of Human Resources/Industrial Relations (HR/IR) Services will be ETBI Head Office or such other office location within the ETBI as determined by the General Secretary.  The Head of Human Resources/Industrial Relations (HR/IR) Services may be required to travel, within and/or outside, of Ireland in the performance of his/her duties. 


Maternity / Adoptive / Carers / Parental / Force Majeure Leave 
Maternity / Adoptive / Carers / Parental Leave will be granted in accordance with the arrangements authorised by the Minister for Education and Skills. The provisions of the Parental Leave Act, 1998 and any subsequent Acts replacing or amending that Act will apply to Force Majeure Leave. 


General 
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
successful candidate’s employment contract.

SELECTION PROCESS
How to Apply 
Applications should be made by completing the application form and submitting by email to jobvacancies@etbi.ie  All sections of the application form must be fully completed. Applications must be marked in the email subject heading as ‘(Ref: 05.21)’.

Applications will not be accepted after the closing date and time. 

The admission of a person to this competition, or invitation to take tests or attend for interview is not to be taken as implying that the ETBI is satisfied that such person fulfils the requirements. 

Notes: 
Please note that it is the responsibility of the applicant to ensure that all applications are received on time. Any technical difficulties encountered by the sender when submitting applications are not the responsibility of ETBI. Therefore, candidates are strongly advised to submit applications well before Thursday 13th May 2021 at 12.00 noon deadline on the specified closing date. 

Closing Date and Time: 
Your application must be submitted by email to jobvacancies@etbi.ie not later than 12 noon, Thursday 13th May 2021. Applications will not be accepted after this date and time. 

Please Note: 
We acknowledge receipt of all applications. We endeavour to give as much notice as possible for interview dates etc. Candidates should make themselves available on the date(s) specified by the ETBI. 

The selection process may include:
· Shortlisting by application form 
If the numbers applying for the position are such that it would not be practical to interview everyone, it may be decided to shortlist candidates from their application and call to interview only those who appear to be the most suitable for the position.
· a competitive initial / preliminary interview; and / or
· a competitive final interview(s); and / or
· a presentation or other exercise by the candidate

References:
· References will be required.

Shortlisting: 
Normally the number of applications received for a position exceeds that required to fill existing vacancies to the position.  If the numbers applying for the position are such that it would not be practical to interview everyone, ETBI may decide to employ a short-listing process to select a group for interview who, based on an examination of the documents provided by you, appear to be the most suitable for the position. 

This is not to suggest that other candidates are necessarily unsuitable, or incapable of the job, rather that there are some candidates who are, prima facie, better qualified and/or have more relevant experience. 

During any short-listing exercise that may be employed, ETBI examines the application forms and assesses them against pre-determined criteria based on the requirements of the position. It is therefore in your own interests to provide a detailed and accurate account of your qualifications/ experience on the application form. 

GENERAL INFORMATION


ETBI will not be responsible for refunding any expenses incurred by candidates. 

The admission of a person to a competition, or invitation to attend interview, or a successful result letter, is not to be taken as implying that the ETBI is satisfied that such a person fulfils the requirements or is not disqualified by law from holding the position. 

Prior to recommending any candidate for appointment to this position Education and Training Boards Ireland will make all such enquiries that are deemed necessary to determine the suitability of that candidate. Until all stages of the recruitment process have been fully completed a final determination cannot be made nor can it be deemed or inferred that such a determination has been made. Should the person recommended for appointment decline, or having accepted it, relinquish it, or should another vacancy arise, Education and Training Boards Ireland may at its discretion, select and recommend another person for appointment on the results of this selection process. 

Candidates should note that any attempt to canvass support for an application will lead to disqualification. 

Confidentiality 
All enquires, applications and all aspects of the proceedings are treated as strictly confidential and are not disclosed to anyone, outside those directly involved in that aspect of the process. 

Deeming of candidature to be withdrawn 
Candidates who do not attend for interview or other test when and where required by ETBI or who do not, when requested, furnish such evidence as the ETBI require in regard to any matter relevant to their candidature, will have no further claim to consideration. 

Data Protection 
ETBI process data in compliance with current Data Protection legislation. 

Feedback 
Feedback will be provided on written request. 

Latest date for receipt of completed applications for the above post by email to 
jobvacancies@etbi.ie is:   Thursday 13th May 2021 at 12.00 noon

· LATE APPLICATIONS WILL NOT BE ACCEPTED
· CV’s WILL NOT BE CONSIDERED 
· SHORTLISTING OF CANDIDATES MAY TAKE PLACE 

ETBI IS AN EQUAL OPPORTUNITIES EMPLOYER
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