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INFORMATION BOOKLET
PLEASE READ CAREFULLY



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

Further Education and Training (FET)
EU Projects Development Officer 
(Grade VII) (Ref: 09.21)

Closing Date:    Friday 29th October 2021 at 12 noon


Interviews will be held the week beginning November 15th 2021





ETBI is committed to a policy of equal opportunity.





Further Education and Training EU Projects Development Officer, Education and Training Boards Ireland (ETBI)

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 

Subsequent to the enactment of the Education and Training Boards Act 2013, the ETB sector has undergone a major transformation. ETBI has played and will continue to play a key role in supporting the ETB sector during this period of change and transformation.

Role Description:

[bookmark: _Hlk2610425]The Irish Further Education and Training (FET) sector provides a range of education and training opportunities to over two hundred thousand people annually. The ETBI Directorate of Further Education and Training contributes to the development, formulation and implementation of ETBI strategy and policy, and advises on national and emerging issues pertaining to Further Education and Training. The Directorate supports an important medium for the communication and development of shared approaches, solutions and ideas across the ETB FET sector and the building of strong communities of professional practice across the sector.  ETBI has played and continues to play a key role in supporting the ETB sector in the transparent, continuous examination and improvement of all aspects of FET. 

ETBs have a long history of engagement with the Erasmus initiatives and in benefiting from learner participation as well as job shadowing opportunities for their staff.  EU Projects Development Officer will support development, coordination and increase of European engagement across the sector. A large part of the role of the EU Projects Development Officer would be to support current and future European and international mobilities; lead ETBI accreditation process and support ETBs in the development, collaboration and participation in projects under the current European calls and assist with project implementation, support effective and efficient infrastructures, models and sectoral responses. The EU Projects Development Officer will promote a European engagement culture within the ETB sector and help raise awareness of potential opportunities increasing collaboration and sharing of existing good practices. The role will also support and add value to European engagement activities by co-ordinating with ETBs, assisting with any future responses to funding calls, and promoting communication and collaboration withing the ETB sector. The  Development Officer will report to the Director of Further Education and Training for the efficient performance of tasks as agreed.  

Main Duties
The role of the EU Projects Development Officer will include (but not be limited to) the following:  
1. Support existing ETBI mobilities providing coordination and planning of the mobility trips, ensuring compliance with the Erasmus+ legal requirements and timely comprehensive evaluation and reporting process.  
2. Lead ETBI Erasmus planning process and accreditation call.  
3. Lead the development of the ETBI long term strategic European engagement.
4. Lead development of the future ETBI European mobilities.
5. Promoting the culture of the active engagement in the European collaborative projects.
6. Supporting the sectoral communication in relation to the European opportunities.
7. Attend meetings and represent ETBI on internal or external committees, working groups or other fora as required. 
8. Engage with the ETBI Governance structures and Forums and contribute to the development of a community of practice across the ETBs and relevant external stakeholders. 
9. Maintain an external profile and work collaboratively through engagement with appropriate bodies and organisations. 
10. Report progress on agreed projects and initiatives and provide feedback as required internally and externally. 
11. Other duties that may be as required and requested by ETBI management.
Competencies Required:

The EU Projects Development Officer 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.

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.

Interpersonal and 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.


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.

Experience and Qualifications:
The successful candidate will:

1. Hold a relevant Honours Degree (First or second class) or equivalent.
2. At least 3 years relevant postgraduate experience.
3. A strong organisational and project management skills.


Essential:
a) Have experience in leading and supporting Erasmus+ projects.
b) Good working knowledge of the ETB Sector. 
c) An excellent standard of written and spoken English.
d) Excellent interpersonal skills.
e) Experience in the development and implementation of strategic plans.
f) Experience in working with a range of stakeholders.
g) Knowledge of relevant and current educational policy, nationally and internationally.
h) Experience of managing and processing information using a range of ICT packages.
i) Project Management, Research and Report Writing Skills.
j) Experience of working as part of a team.
k) Self-awareness and Self-Management.
l) Excellent presentation skills.

Desirable experience, skills and attributes:

a) Self-motivated with the ability to manage changing priorities and meet deadlines. 
b) Proven ability to be flexible and work hard, both independently and in a team environment.
c) Experience in the development of curriculum and assessment.
d) Experience in leading change at school/centre or system level.


NOTE:	Qualifications/eligibility may not be verified by ETBI until the final stage of the process. Therefore, those candidates who do not possess the eligibility requirements, and proceed with their application, are putting themselves to unnecessary effort/expense and will not be offered a position from this campaign. An invitation to tests, interview or any element of the selection process is not acceptance of eligibility.
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.

CONDITIONS OF SERVICE
Terms of Appointment
This appointment will be a 5-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.   

Remuneration

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

The salary scale applicable to this position is the Grade VII scale. The salary scale as of 1st October 2021  is €51,340 - €66,744 (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 appointee will be entitled to 29 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 ETBI. The appointee will be required to take annual leave for the period of the Christmas closure of ETBI. Prior to taking up duty, an appointee seconded to the post will be required to provide their annual leave record
to ETBI from his/her substantive employer.

Sick Leave 
Sick Leave will be in accordance with established procedures and conditions for ETBI staff generally. 

Different conditions may apply, if, the successful candidate is seconded from the education sector (public servant).
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 appointee will be ETBI Head Office or such other office location within the ETBI as determined by the General Secretary. Remote working will be considered in this role in  agreement by your line manager.  The appointee 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 
Applicants should follow the link to the online application form on www.etbi.ie/recruitment.   Only applications made through the online application process will be accepted.

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 the 12-noon deadline on Friday 29th October 2021.

Closing Date and Time: 
Your application must be submitted and received not later Friday 29th October 2021 at 12 noon. It will not be possible to submit applications 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. 

[bookmark: _Hlk7179284]The Selection Process may include: 
• Shortlisting of candidates on the basis of the information contained in their application 
• Qualifying preliminary interview

The Selection Process will include: 
• A competitive interview which may include a presentation 
• Reference checking 

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


Expenses will not be refunded.
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 online applications for the above post is  Friday 29th October 2021 at 12 noon

· IT WILL NOT BE POSSIBLE TO SUBMIT APPLICATIONS AFTER THIS DATE AND TIME 
· CV’s WILL NOT BE CONSIDERED 
· SHORTLISTING OF CANDIDATES MAY TAKE PLACE 

ETBI IS AN EQUAL OPPORTUNITIES EMPLOYER
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