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Candidate Information Booklet
Project Officer

Monaghan Makers Project
Closing Time and Date:
5.00pm on Friday 7th April 2017
Monaghan County Council is committed to a policy of equal opportunity.
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MONAGHAN COUNTY COUNCIL

Project Officer 

Monaghan Makers Project
QUALIFICATIONS

Character

Each candidate shall be of good character.
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.

Education, experience etc.

Each candidate must, on the latest date for receipt of completed application forms have:-

· A Third level qualification at Bachelor of Arts or Bachelor of Science Degree and at least 1 years experience working in an educational setting such as a library, school, community organisation/programme.
· Ability to communicate clearly with participants, library staff, and stakeholders. 
· Ability to critically select, create, and edit online content. 
· Ability to read, analyse and interpret documents such as procedures, procurements, policies, statistics, journals, technical and safety manuals. 
· Ability to write reports and produce manuals. 
· Ability to effectively present information and respond to questions from managers, peers, partners and the general public.
· Ability to interact with people of all ages and backgrounds to ensure appropriate use of the programme. 
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Project Officer 

Monaghan Makers Project
Person and Project Profile

Job Description



 

The Project Officer will develop and deliver an innovative Maker programme, under the Monaghan Local Community Development Committee (LCDC) Peace IV Programme, in a creative neutral safe environment for young people under the age of 24 in libraries in County Monaghan.  The Project Officer will use modern technologies and training techniques in bringing young people together to explore their different cultures, and to create opportunities for young people from different traditions, cultural backgrounds or political opinions to meet and develop positive relationships. 

The Project Officer will work with designated Library personnel on developing the programme. 

The main duties and responsibilities will include the following:

1. Deliver a range of supports to achieve the outcomes of the Peace Programme, to help achieve sustainable Peace and Reconciliation and to enhance the capacity of young people to form positive and effective relationships with others from different backgrounds. 

2. Identify young people to engage in the programme and liaise with key stakeholders. 

3. Research latest technology for Maker spaces.  

4. Prepare a calendar of events, programming activities and end of project exhibition for the duration of the project. 

5. Gather and analyse statistics, write reports on the activities, keep accurate records of attendance. 

6. Instruct participants and library staff based on programming, tools, technology and activities in the Maker Space such as 3D modelling, electronics and programming, wood working, video and photo creation and editing, art and crafts. 

7. Perform general troubleshooting and required maintenance of Maker space equipment, furnishings and software. 

8. Assist in the promotion of the Maker space using written, oral, video, web and social media communications. 

9. Develop a network of key organisations, individuals and others to participate and partner with the library and the Maker Space. 

10. Accurately record all peace building activities to meet the reporting requirements of Monaghan LCDC Peace IV Partnership and SEUPB.

Mathematical Skills required:

· Ability to add, subtract, multiply and divide in all units of measure, using the whole numbers, common fractions and decimals. 

· Ability to compute rate, ratio and percent and to draw and interpret graphs. 

Reasoning Ability: 

· Ability to solve practical problems and deal with a variety of concrete and abstract variables in situations where only limited standardization exists. 

· Ability to define problems, collect data, establish facts, and draw valid conclusions. 

· Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 

Computer and Administrative Skills: 

· To perform this job successfully, an individual should have proficient working knowledge of online research, social networking resources, mobile devices, emerging technologies, Microsoft Office© Products, local area networks, and other software and hardware relevant to the position. 

Administration requirements 

· Ensure all developmental and administrative requirements are completed in 

accordance with PEACE IV requirements.

· To adhere to PEACE IV policies and procedures

· To carry out other exigencies of the service as and when required

· Prepare all reports and updates on the project as requested.
· Any other duties as assigned
Reports/Reporting Structure

The successful applicant will report to the County Librarian or his/her appointee and will be based in the Library Headquarters, Clones Town.

Transport

A full clean driving licence and use of personal transport for work is required.  The successful applicant must be willing, and be in a position, to travel.
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PRINCIPAL CONDITIONS OF SERVICE

______________________________________________________________________________
Post

The position is part time, temporary and pensionable as follows: 
· 20 hours per week for a period of 18 months

Hours of Work

Normal working hours will be 4 hours per day, Monday to Friday. However the successful candidate must be flexible, and willing to work evenings and weekends to accommodate the service needs. The Council reserves the right to alter the hours of work from time to time.
Salary
The salary shall be fully inclusive and shall be as determined from time to time.  Holders of the post shall pay to the local authority any fees or other monies (other than their inclusive salary) payable to or received by them by virtue of their office or in respect of services which they are required by or under any enactment to perform. 
The salary scale for the position of Project Officer is: 

Salary Scale: 
€34,894 per annum pro rata
Probation

A six month probationary period will be served during which there will be an ongoing review

of your 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 you in lieu of notice.

Annual Leave

The annual leave entitlement for this post will be 30 days per annum, pro rata. 
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.

Superannuation
A persons who become a pensionable employee of a local authority who is liable to pay the Class A rate of PRSI contribution will be required in respect of 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).

A person who become a pensionable employee of a local authority who is liable to pay the Class D rate of PRSI contribution will be required in respect of his/her superannuation to contribute to the local authority at the rate of 5% of pensionable remuneration.

A person paying Class D rate of PRSI who becomes a pensionable employee of a local authority will 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 pensionable remuneration in accordance with the terms of the scheme.

 

A person paying Class A rate of PRSI who becomes a pensionable employee of a local authority will 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 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).

Employees are admitted to the Superannuation Scheme in accordance with the terms of the Local Government Superannuation (Consolidation) Act, 1998 and the Superannuation (Miscellaneous Provisions) Act 2004, with effect from date of appointment.  This scheme is contributory and provides pension, retirement and death gratuities.  

In order for a new entrant to the scheme to qualify for a pension, he/she must have served a minimum of two years employment in a local authority.  

For new entrants under the Single Public Service Pension Scheme effective from 01/01/2013 superannuation contributions are as follows :

3.5% of net pensionable remuneration and 3% of pensionable remuneration. Pension and retirement lump sum based on career-average pay; pensions will be co-ordinated with the State Pension Contributory (SPC).

Retirement:

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. 
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.

Start date: 

Monaghan County Council shall require any person to whom an appointment is offered to take up such appointment within a period of not more than one month and if he/she fails to take up appointment within such period or such longer period as the Council in its absolute discretion may determine, the Council shall not appoint him/her.

Residence

The post holder shall reside in the district in which his or her duties are to be performed or within a reasonable distance thereof.

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.

Selection

Selection shall be by means of competition-based interview conducted by or on behalf of Monaghan County Council.  Candidates may be shortlisted on the basis of relevance and extent of their previous experience and these applicants only will be called for interview.

A panel may be formed on the basis of such interview.  Candidates whose names are on a panel and who satisfy the Local Authority that they are otherwise suitable for employment may within the life of the panel be appointed as appropriate vacancies arise.

Each candidate may be required to submit as references the names and addresses of two responsible persons to whom he/she is well known but not related. Candidates may be required to submit documentary evidence to the local authority in support of their application.

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 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.

Please submit the following with your application:

Copy of Third Level Qualification/s 
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
