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	Post Title: 
	Professional Support Roles (Administrative Assistant Grade 3)  

	Unit: 
	Various 

	Post Duration: 
	Fixed Term/Specific Purpose Contract/Permanent

	FTE: 
	Full time/Part time posts (include FTE)

	Grade: 
	Administrative Assistant Grade 3 

	Reports to: 
	To be confirmed

	Comp Ref: 
	011635 (HR will complete)


 
Job Description
 
1. Role Relationships 
The post holder has specific job contact with: 
· 
Organisation chart to illustrate position of job holder:        
· Please include org chart here

2. Main Purpose of Job 
To provide administrative support in a higher education environment.  Please add short main purpose description.


3. Main Duties and Responsibilities 
(Please review and tailor the following Main Duties and Responsibilities to reflect role‑specific duties, keeping wording close to the original to maintain grade alignment)
 To provide the Unit with a comprehensive and professional administrative and support service.  
· Providing the highest quality standards in customer service when dealing with the public, students, stakeholders and internal staff. Act as a point of contact in resolving complex queries. 
· Managing and maintaining system e.g. HR, Payroll, Finance, Student Information and Learning Management Systems. 
· Managing assigned tasks and prioritising competing tasks to ensure that they are completed on time and to a high standard with excellent attention to detail.  
· To prepare and organise information and reports for both internal and external meetings, ensuring workloads are managed appropriately and that all deadlines are met. 
· Contributing to/carrying out/leading project work as/when required, contribute to process improvements and development of SOPs (Standard Operating Procedures)  
· Support the training of new staff members and ensuring efficient management of workloads during peak times. 
· Supervision and guidance of administrative staff where required whilst working on own initiative and as part of a team in delivering services. 
· Checking work thoroughly to ensure it is always completed accurately and to a high standard. 
·  Ensure compliance with University policies and procedures. 
· Undertake other appropriate duties assigned by line management. 
It should be noted that the work carried out may vary from unit to unit. 
  


4. Requirements for the role: 
Essential and desirable criteria should remain unchanged unless strongly justified. A desktop grading review may be required if criteria is amended.
The successful candidate will demonstrate the eligibility requirements below in terms of qualification, skills and experience: 
Essential Criteria 
· A minimum of five passes at Leaving Certificate level (or equivalent NFQ Level 5 qualification)
And
 a recognised post-Leaving Certificate qualification (minimum NFQ Level 6 qualification) in administration, office technology, or a related admin field 
Or a recognised Level NFQ Level 7 qualification
Qualification levels align with the National Framework of Qualifications (NFQ). Further information below and at: https://www.qqi.ie/what-we-do/the-qualifications-system/national-framework-of-qualifications 
· Minimum of two years of relevant administrative experience in a demanding and customer-focused environment, demonstrating strong service delivery, and/or general office skills. 
· Proficiency in Microsoft Office (Word, Excel, Outlook) and ability to work with other IT systems (e.g. Financial Management, HR/Payroll, Student Record Systems). 
· Proven ability to plan, prioritise, and manage multiple tasks and competing deadlines in a structured, efficient, and resourceful manner, maintaining attention to detail and high work standards. 
· Demonstrated excellent communication and interpersonal abilities, including strong English language (written and verbal), numeracy, and data analysis skills. 
· Evidence of ability to work effectively both independently and as part of a multidisciplinary team, showing empathy, respect, and confidentiality when dealing with colleagues or students/clients. 
· Demonstrated initiative and motivation, with a flexible and positive attitude towards change. 
· Ability to embrace new ideas, adapt work practices, and maintain effectiveness in changing environments. 
· Commitment to delivering a high-quality, customer-focused service, working in line with organisational policies, procedures, and confidentiality requirements. 
· Displays integrity, reliability, and a willingness to follow procedures while continuously seeking to improve standards. 

5. Special Features  

Irish Requirement 
The Office of the DPR determines whether the number of staff members in the unit, who are competent in Irish is adequate in terms of the University’s commitment to ensuring the provision of bilingual services and its legislative requirements.  To determine same, the Office of the DPR will review your list of Irish speakers detailed in your RIF. if Irish is deemed a requirement, successful candidates will be required to complete an Irish oral and written assessment within one year of appointment. 
For positions where fluency in Irish is essential, candidates will be required to undertake and successfully pass an Irish language assessment prior to any offer of appointment. 

Other:  
Certain positions may require a high degree of flexibility, including restricted leave periods at particular times of the year in line with service needs. 
Some posts may require specialised, role-specific skills or experience. In such cases, applicants will be notified at the job offer stage and may be invited to provide additional information or evidence to demonstrate that they meet the specific requirements of the role. Candidates may also be required to undergo further assessment to confirm suitability.  
Applicants may also be required to undertake role-related assessments (e.g. IT proficiency tests, ability tests, or other relevant evaluations). Where such assessments apply, participation and successful completion will be mandatory prior to any offer of appointment. 
 




Application
A.	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 are ineligible to apply for this position.
B.	Pension Entitlements:
This is a pensionable position. Details of the applicable Pension Scheme will be provided to the successful candidate. The Pension element of this appointment is subject to the terms and conditions of the Pension scheme currently in force within the University. This Scheme may be amended or revised by the Irish Government or its agents at any time. 
The Public Service Superannuation (Miscellaneous Provisions) Act 2004 set a minimum retirement age of 65 and removed the upper compulsory retirement age for certain New Entrants to the Public Sector on or after 1 April 2004. Effective from 1st January 2013, The Single Public Service Scheme applies to all first-time new entrants to the public service, as well as to former public servants returning to the public service after a break of more than 26 weeks. Compulsory retirement age will be 70. 
[bookmark: _Hlk215735533]C.	Collective Agreement: Redundancy Payments to Public Servants:
The Department of Public Expenditure and Reform letter dated 28th June 2012 to Personnel Officers introduced, with effect from 1st June 2012, a Collective Agreement which had been reached between the Department of Public Expenditure and Reform and the Public Services Committee of the ICTU in relation to ex-gratia Redundancy Payments to Public Servants. It is a condition of the Collective Agreement that persons availing of the agreement will not be eligible for re-employment in the public service by any public service body (as defined by the Financial Emergency Measures in the Public Interest Acts 2009 – 2011) for a period of 2 years from termination of the employment. Thereafter the consent of the Minister for Public Expenditure and Reform will be required prior to re-employment. People who availed of this scheme and who may be successful in this competition will have to prove their eligibility (expiry of period of non-eligibility) and the Minister’s consent will have to be secured prior to employment by any public service body.
Please refer to Revenue circular https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-05/05-05-19.pdf for information on revised tax arrangements which may apply on rehire if you have previously received a redundancy payment from University of Galway.
D.	Department of Health and Children Circular (7/2010): 
The Department of Health Circular 7/2010 dated 1 November 2010 introduced a Targeted Voluntary Early Retirement (VER) Scheme and Voluntary Redundancy Schemes (VRS). It is a condition of the VER scheme that persons availing of the scheme will not be eligible for re-employment in the public health sector or in the wider public service or in a body wholly or mainly funded from public moneys. The same prohibition on re-employment applies under the VRS, except that the prohibition is for a period of 7 years, after which time any re-employment will require the approval of the Minister for Public Expenditure and Reform. People who availed of either of these schemes are not eligible to compete in this competition.
E.	Declaration:
Applicants will be required to confirm whether they have previously availed of a public service scheme of incentivised early retirement and/or the collective agreement outlined above. The above represents the main schemes and agreements restricting a candidate’s right to be re-employed in the public service. However, it is not intended to be an exhaustive list and candidates should declare details of any other exit mechanism they have availed of which restricts their right to be re-employed in the public service. 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.
F.	Work Permits:
Work permits are permits which are granted to non-EU/EEA Citizens to allow them to work in Ireland legally. It's an illegal offense to work in Ireland without a work permit and both the employer and the employee are held responsible.  For more information on work permits and for future updates, visit the Enterprise, Trade and Employment website www.djei.ie.  Please see list of ineligible categories for work permits at https://dbei.gov.ie/en/What-We-Do/Workplace-and-Skills/Employment-Permits/Employment-Permit-Eligibility// 
Assessment Procedure
A.	Board of Assessors
Applications will be considered by a Board of Assessors, who will shortlist and interview candidates.  All applications and other materials submitted by applicants will be treated in strict confidence by all panel members and others involved in the administration of the recruitment.  No information about the identity of applicants, or details of their applications, will be released to others, except where it is necessary as part of the selection process.    
B.	Interview Dates
Candidates will be advised of arrangements in due course.  We endeavour to give as much prior notice as possible for interview dates etc.   Candidates should make themselves available for interview and presentation on the date(s) specified by the University. 
Candidates who do not attend for interview or other test when and where required by the University or who do not, when requested, furnish such evidence as the University requires in regard to any matter relevant to their candidature, will have no further claim to consideration.
C.	Referees
Referees listed on the application form of the successful candidate will be contacted following interview, with the exception of academic posts.
D.	Offer
All candidates will in due course be notified of the outcome of their application. The Human Resources Office will offer the post to the candidate appointed once the appointment has been made by the University Appointing Authority. The successful candidate will be required to submit evidence of age, original qualifications and may be required to complete a medical examination. 
Once a conditional job offer has been made, the candidate will be asked to complete a confidential pre-employment health questionnaire that the University’s Occupational Health Service will use in order to assess medical fitness to undertake the duties of the post.  The information provided on the questionnaire will be used (i) to assess the candidates medical capability to do the job applied for; (ii) to determine whether any reasonable adjustments may be required to accommodate any disability or impairment which the candidate may have; and (iii) to ensure that none of the requirements of the job for which the candidate applied would adversely affect any pre-existing health conditions the candidate may have.

Human Resources Office.
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