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Candidate Information
 

 	

 Museum Attendant
(1 year contract)



Closing Time and Date:	5.00pm on Friday 31st March 2017

 














Monaghan County Council is committed to a policy of equal opportunity.












Post of Museum Attendant

QUALIFICATIONS

ESSENTIAL REQUIREMENTS:

1. Character
Each candidate must be of good character.

2. Health
Each candidate must be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.

3. Education, Experience etc.
Each candidate must, on the latest date for receipt of completed application forms- 

(a) have obtained at least Grade D (or a Pass), in Higher or Ordinary Level, in five subjects from the approved list of subjects in the Department of Education and Science Established Leaving Certificate Examination or Leaving Certificate Vocational Programme or a pass Leaving Certificate Applied.  Foundation level Mathematics Grade B and Irish Grade C will satisfy the minimum educational requirements, or  

(b) hold a Level 2 N.C.V.A. Certificate, or

(c) have passed an examination of at least equivalent standard, or 

(d) have satisfactory relevant experience which encompasses demonstrable equivalent skills

(e) hold a full current driving licence for Class B vehicles

It is also desirable, but not essential, that candidates possess:-

· a primary degree in the following  subjects: Archaeology, History, Heritage or related discipline and/or a qualification in museum studies or library sciences
· a knowledge of languages and linguistic ability
· at least two years of relevant experience of documenting, researching and caring for museum collections
· knowledge of museum practice and of the Irish museum sector
· excellent written, verbal, communication and organisational skills
· ability to work as part of a team
· ability to set priorities, take initiative, and work independently, as appropriate
· good IT skills and commitment to utilising new technologies in the workplace






PERSON PROFILE


MAIN DUTIES AND RESPONSIBILITIES

The Museum Attendant will report directly to the Museum Curator (or their assigns) and will be responsible for:

Documentation

· Participate in the maintenance of the Museum’s policy documents relating to collections management and care.
· Create and maintain orderly systems for the management of the collection in keeping with standard museum practice, including a documentation system for acquisition, de-accession, loan, registration, location and exit.
· Supervise, number, catalogue, and store the Museum’s collection.
· Co-ordinate all aspects of borrowing and lending objects.
· Maintain and develop the Museum’s collection database

Care of Collections

· Participate in the continuation & updating  of a disaster plan and disaster response procedures for the collection
· Aid in preparing risk assessments and follow Monaghan County Council health & safety guidelines
· Continue regular training in the area of conservation & documentation in accordance with Museum Standards Programme for Ireland (MSPI).
· Prepare objects for exhibition.



Exhibition & Research

· Aid the Research Officer in answering queries on the collection, where required.
· Carry research on objects in the collection for the purposes of display.
· Participate in the creation of permanent and temporary exhibitions.

Networking

· Network with museums and collections and documentation officers locally, nationally, and internationally
· Liaise with local, regional, and national bodies and funding agencies in the development of Monaghan County Museum’s collections


Funding 

· Research and pursue opportunities for funding in consultation with the Museum Curator
· Maintain relationships with relevant funding organisations

Team Development

· Participate as part of the team in delivering the work of the Museum
· Report to the Curator and attend relevant meetings and events
· Assist in the supervision of college placements, voluntary staff, etc. 

Policies

· Ensure adherence to all Museum policies
· Work to Monaghan County Museum standards as well as those of the National Museum of Ireland Designation Status, and of the Heritage Council Museum Standards Programme for Ireland.

General

· Promote the work of the Museum and an awareness of its services
· Carry out other duties that the Curator deems necessary from time to time for the successful operation of the Museum
· Carry out any other duties that may be assigned to the position by the Museum Curator/Chief Executive.

Driver’s Licence

The holder of the post shall hold a full driving licence for Class B vehicles free from endorsement/disqualification. When required to do so holders of the office shall drive a motor car in the course of their duties and for this purpose provide and maintain a car to the satisfaction of the County Council.
























PARTICULARS OF OFFICE


THE OFFICE
The post is wholetime, temporary and pensionable. The minimum age at which pension is payable is 66 years of age for new entrant public servants on or after 1st January 2013.

The post holder shall not engage in any gainful occupation, other than as an employee of a local authority, to such an extent as to impair the performance of his or her duties as an employee of a local authority or in any occupation which might conflict with the interests of the local authority or which might be inconsistent with the discharge of his/her duties as a local authority employee.
The Museum Attendant will be an employee of the Local Authority and subject to the terms and conditions of the Local Authority including re-assignment within the Authority. 

SALARY 
The salary shall be fully inclusive and shall be as determined from time to time.  

Current salary scale: (€569.79 - €594.03 per week) 

The remuneration shall be subject to such statutory deductions as may operate from time to time e.g. PAYE and PRSI. Increments are paid annually subject to satisfactory attendance, conduct and performance.  Holders of the post shall pay to the local authority any fees or other monies (other than their salary) payable to or received by them by virtue of their official duties, or in respect of services which they are required to perform by or under any enactment to perform. 

In accordance with EL02/2011 persons who are not serving Local Authority employees must be placed on the minimum of the scale.  Where a person being appointed is a serving Local Authority employee normal starting pay rules will apply.  

SUPERANNUATION CONTRIBUTIONS
Persons who become pensionable officers of a local authority who are liable to pay the Class D rate of PRSI contribution will be required in respect of their superannuation to contribute to the local authority at the rate of 5% of their pensionable remuneration. They may also be required in respect of the Local Government (Spouses and Children’s Contributory Pension) Scheme to contribute to the local authority at the rate of 1.5% of their pensionable remuneration in accordance with the terms of the Scheme.

Person who become pensionable officers of a local authority who are liable to pay the Class A rate of PRSI contributions will be required in respect of their superannuation to contribute to the local authority at the rate of 1.5% of pensionable remuneration plus 3.5% of net pensionable remuneration (i.e. pensionable remuneration less twice the annual rate of social insurance old age contributory pension payable at the maximum rate to a person with no adult dependant or qualified children) for the purposes of schemes made under the Local Government (Superannuation) Act, 1980 (No. 8 of 1980). You are required in respect of spouses’ and childrens’ pension benefit to contribute at the rate of 1.5% of pensionable remuneration in accordance with the terms of schemes under the Local Government (Superannuation) Act, 1980 (No. 8 of 1980). 





New entrants will be admitted to the Single Public Service Pension Scheme with effect from date of appointment. They are liable to pay the Class A rate of PRSI contribution and will be required in respect of superannuation to contribute at the rate of 3% of pensionable remuneration plus 3.5% of net pensionable remuneration (i.e. pensionable remuneration less twice the annual rate of social insurance old age contributory pension payable at the maximum rate to a person with no adult dependant or qualified children) for the purposes of schemes made under the Public Service Pensions (Single Scheme and Other Provisions) Act 2012.


PROBATION
A six month probationary period will be served during which there will be an ongoing review of the person’s performance.  The probationary period may be extended at Monaghan County Council’s discretion.   
Employment may be terminated by either party during the probationary period or at the end of the probationary period, whether or not it has been extended, by the serving of one week’s notice.  In any event, the appropriate period of notice set down in the Minimum Notice and Terms of Employment Act 1973-1991 will apply.  In the event of such termination, Monaghan County Council may, at the discretion of the Chief Executive, pay the person in lieu of notice.


HEALTH
For the purpose of satisfying the requirement as to health it will be necessary for each successful candidate, before he/she is appointed, to undergo a medical examination by a qualified medical practitioner to be nominated by the local authority.


ANNUAL LEAVE
The annual leave entitlement for this post will be 25 days per annum.

GARDA VETTING/CHILD PROTECTION
Successful candidates will be subject to the Garda Vetting Procedures and will be required to complete Appendix V1 of the County Council’s Child Protection Policy.

RESIDENCE
Holders of the office shall reside in the district in which their duties are to be performed or within a reasonable distance thereof, as determined by the Council.


RETIREMENT AGE 
[bookmark: OLE_LINK2][bookmark: OLE_LINK1]In general, there is no specific retirement age for appointees to this position.  However, for appointees who are deemed not to be “new entrants” as defined in the Public Service Superannuation (Miscellaneous Provisions) Act 2004, retirement is compulsory on reaching 65 years of age.

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.  Retirement age set, initially, at 66 years; this will rise in step with statutory changes in the State Pension Contributory (SPC) age to 67 years in 2021 and 68 years in 2028.  

Compulsory retirement age will be 70. 





HOURS OF WORK
The successful candidates’ normal hours of work will be 37 hours per week.  The Council reserves the right to alter the hours of work from time to time. 
The general hours of work will relate directly to the opening hours of Monaghan County Museum.  As a member of the museum staff, the appointee will be expected to attend early and/or remain on later than normal as circumstances demand and/or as the Museum Curator deems necessary.
All museum staff will be required to work Saturdays on a rotational basis to be worked out co-operatively and in consultation with the Museum Curator.

SELECTION
	(i)	Selection of candidates for appointment shall be by means of a competition based on an interview conducted by or on behalf of Monaghan County Council. 

(ii) A panel may be formed on the basis of such interviews.  Candidates whose names are on a panel and who satisfy the local authority that they possess the qualifications declared for the post and that they are otherwise suitable for appointment may be appointed to this post. The panel will cease to exist when the post(s) which are the subject of this competition are filled. 

(iii) Applicants may be short-listed on the basis of information supplied on the Application Form and supporting documentation submitted, and only candidates short-listed will be called for interview.

ACCEPTANCE OF OFFER OF EMPLOYMENT 
Monaghan  County Council shall require persons to whom appointments are offered to take up such appointments within a period of not more than one month and if they fail to take up the appointments within such period or such longer period as the local authority in its absolute discretion may determine, Monaghan County Council shall not appoint them.


SHORTLISTING
Normally the number of applications received for a position exceeds that required to fill existing and future vacancies to the position.  While a candidate may meet the eligibility requirements of the competition, if the numbers applying for the position are such that it would not be practical to interview everyone, Monaghan County Council may decide that a number only will be called to interview.  In this respect, Monaghan County Council may provide for the employment of a short listing process to select a group for interview who, based on an examination of the application forms, appear to be the most suitable for the position.  An expert board will examine the application forms against a pre-determined criteria based on the requirements of the position. This is not to suggest that other candidates are necessarily unsuitable or incapable of undertaking the job, rather that there are some candidates, who based on their application, appear to be better qualified and/or have more relevant experience. It is therefore in your own interest to provide a detailed and accurate account of your qualifications/experience on the application form.

RECEIPT OF APPLICATION FORMS 
Any claim in relation to the late receipt of application forms will not be entertained unless such claim is supported by a certificate of evidence of postage from the appropriate postal authority.





Note - Canvassing:
Applicants are reminded that any attempt by themselves or by any persons acting on their behalf directly or indirectly by means of written communication or otherwise to canvass or otherwise influence in the candidate’s favour any officer of the County Council or persons nominated by the Chief Executive to interview or examine applicants, will automatically disqualify the applicant for the position they are seeking




image1.png




