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Administrative Assistant Grade 3 Panel: Managers Guide
Purpose of the Panel
The Administrative Assistant Grade 3 panel is used to fill all Grade 3 vacancies across the University during the panel lifespan. Appointments are made strictly in order of merit, subject to candidates meeting the role’s specific requirements. Use of the panel ensures a fair, transparent, and consistent recruitment process. 
Panel Duration
The Panel will be in operation from the beginning of May 2026 for 18 months, or until such time as it is exhausted, retired or superseded by a new panel.  
No separate Grade 3 competitions may be run while the panel is active, unless an approved exception applies if a position cannot be filled from the panel. 
The process for panel appointments is:
1. When a vacancy arises, the manager must send a fully completed RIF and job description to recruit@universityofgalway.ie 
If your post is new:
· Please complete the “011635 Job Description – Grade 3 Panel – New Post” template: 
· Please review and tailor the job description to reflect role‑specific duties, keeping wording close to the original to maintain grade alignment. Essential and desirable criteria should remain unchanged unless strongly justified.
· A grading desktop review will apply if required (Instead of full grading a member of the grading committee will review the job description to confirm it meets grade 3 level).
· Special Features – this section can be deleted unless there is an Irish requirement or other specific requirements attached to your role.
· RIF: All new posts are referred to the Office of the DPR for Irish requirements. Section C (Irish speakers and proficiency levels) must be completed.

If you post is an existing post:
· Please review your existing graded post against the “011635 Job Description – Grade 3 Panel – Existing Post” template: 
· The essential and desirable criteria will be replaced with those on-the grade 3 panel job description, unless strong justification can be provided for other criteria.
· A grading desktop review will apply if required (Instead of full grading a member of the grading committee will review the job description to confirm it meets grade 3 level).
· Special Features – this section can be deleted unless there is an Irish requirement or other specific requirements attached to your role.
· RIF: Section C does not need to be completed, as existing posts are not reviewed for Irish requirements.

2. HR will review RIF and job description (job description, grading, post management, Irish requirement etc)
3. HR sends an expression of interest email to the panel.  This email will include a copy of the job description and a brief synopsis of the role if required i.e. if temporary role the circa duration, if part time role the work pattern/hours etc.
4. The panel members review the job description and confirm if they are interested or not via online form.  They have 2 business days to respond.
5. The highest ranked candidate who expresses an interest is moved to ATP stage.  (Approval to Proceed (ATP) An internal recruitment status confirming that the highest ranked eligible candidate who has expressed interest is progressing to pre-employment clearances). Approval to Proceed does not constitute an offer of employment. 
6. Candidate must confirm (within two business days) that they are interested and happy to move onto pre-employment check stage (references, medical, Garda Vetting, Work authorisation, qualifications)
7. HR will contact the referees and proceed with final checks i.e. public sector employment history, availability etc)
8. Please note that where a candidate has expressed interest in a role through the panel EOI process and subsequently declines to proceed following the issue of an Approval to Proceed, or fails to respond within 48 hours, will be treated as declining one role opportunity under the panel process. Candidates who decline two roles they expressed interest in will be removed from the panel.  
9. Start dates are expected to be approximately 6–8 weeks from receipt of the completed RIF and job description to allow time for the Expression of Interest process, pre‑employment checks and notice periods.  
  
Panel Rules & Exceptions
· All new Grade 3 posts must be filled from the panel in order of merit and availability. The only exception to the above is where very specific skills are required. In such cases: 
· An additional competition can only be initiated where the skills are not available from the panel.
· This requires exceptional sign-off from the Head of Recruitment & Contracts, and the decision is final. 
· Hiring managers cannot reject candidates from the panel. Candidates have been interviewed and deemed successful; there is no second interview process.

· Confined competitions:
A confined competition is one wherein the EOI is issued only to the panel members already in the School/Unit. This is done on an exceptional basis where business justification (i.e. training, experience gained, systems experience etc) is provided alongside the RIF for the post. Agency staff are excluded from confined competitions.  Agency staff are intended to fill short term gaps and are always considered external and will not be eligible for confined competitions.
A confined competition is not intended to be limited solely to employees currently performing the exact same role as the vacancy being filled i.e. where a vacancy arises within Recruitment, it would not be appropriate to confine the EOI only to Recruitment staff where other employees across the wider HR Unit may also possess relevant experience, systems knowledge, and transferable skills.
Staff working across the broader Unit may already have familiarity with relevant systems such as Core, associated HR processes, and the operational environment. The purpose of a confined competition is to reduce the level of onboarding and training required, rather than to limit eligibility only to individuals who could step into the role with no training whatsoever.


Contact for Enquiries
For advice or further information please contact: hradminpanel@universityofgalway.ie 
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