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Candidate Information Booklet

Part-Time Cleaner (Monaghan town)
Closing Time and Date:

4.00pm on Friday 19th May 2023
Monaghan County Council is committed to a policy of equal opportunity.

PART-TIME CLEANER 
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.  Candidates will be required to satisfy medical requirements prior to appointment.
Education, experience etc.

Each candidate must have a good general education as will enable him/her to perform satisfactorily the duties of the post.
Minimum Experience:    Applicants with 1 year’s cleaning experience with Manual Handling Certificate will only be considered.  
N.B. Successful candidates will be required to submit their Manual Handling Certificate before appointment.
Citizenship:

Candidates must, by the date of any job offer, be:
(a) A citizen of the European Economic Area (EEA). The EEA consists of the Member States of the European Union, Iceland, Liechtenstein and Norway; or

(b) A citizen of the United Kingdom (UK); or

(c) A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the free movement of persons; or

(d) A non-EEA citizen who is a spouse or child of an EEA or UK or Swiss citizen and has a stamp 4 visa; or

(e) A person awarded international protection under the International Protection Act 2015 or any family member entitled to remain in the State as a result of family reunification and has a stamp 4 visa or

(f) A non-EEA citizen who is a parent of a dependent child who is a citizen of, and resident in, an EEA member state or the UK or Switzerland and has a stamp 4 visa
Drivers Licence

The successful applicant must be willing and be in a position to travel. The holder of the post shall hold a full driving licence for Class B vehicles free from endorsement/disqualification. 
Each candidate must include on the application form details of all qualifications obtained by them.  The invitation to attend for Interview is not to be regarded as an admission that you possess the prescribed qualifications and/or requirements for this post or are you qualified by law to hold the post.  Documentary proof will be required before appointment where you claim credit for particular qualification, experience, etc.  

PARTICULARS OF OFFICE
Post

The post is part-time and temporary.
Hours of Work
Hours of work will be discharged on a Monday to Saturday basis as required.
The successful candidate will be required to be flexible and be available to work mornings and evenings.  There will be a need from time to time to provide cover for other cleaning staff in buildings occupied by Monaghan County Council. 

Duties

The person employed shall be required to work as part of a team and carry out duties as may from time to time be assigned to him/her in relation to his/her employment and carry out such instruction as may be given in relation to the performance of duties.  The actual duties will depend on placement of the post, but in general they will include but are not limited to the following:-
Vacuuming the offices and communal areas within Monaghan County Council’s remit, buffing, mopping floors, emptying bins, cleaning the kitchen/canteen areas, cleaning of public/staff toilets/shower areas, general cleaning and other tasks related to the role as and when required.

This list may not include all duties to be performed by employees in this appointment.  
The successful candidate may be required to undertake additional duties in the course of their employment.
The person employed will be required to perform assigned duties exercising a duty of care, in the interest of safety of oneself, fellow employees and the general public, at all times in compliance with Monaghan County Council’s Health & Safety Management System. Working in a safe manner, in full compliance with the relevant safety legislation and construction regulations, will be the primary responsibility of the employee. 

The ideal candidate will need to:-

· be conscientious

· be organised

· have good time management skills, 

· be able to work on own initiative

· be flexible

The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or level of responsibilities entailed. The post holder may therefore be required to perform duties appropriate to the post, other than those detailed above and to take instruction from and report to an appropriate officer or such designated officer as may be assigned from time to time by Monaghan County Council.   

Candidates must also:

· 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;

Candidates, if successful, 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.

Monaghan County Council reserves the right to, at any time, assign an employee to any premises in use by the Council now or in the future. 

Remuneration
The pay 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.  Current rate of pay - €12.97 per hour. 

Probation

Where a person who is not already a permanent employee of a local authority is appointed, the

following provisions shall apply:-

(a) there shall be a period after such appointment takes effect, during which such person shall hold such position on probation;

(b) such period shall be twelve months but the Chief Executive may, at his discretion, extend such period;

(c) such person shall cease to hold such office at the end of the period of probation, unless during such period, the Chief Executive has certified that the service of such person is satisfactory

Superannuation

A person who becomes a pensionable employee of the Local Authority will be required in respect of their Superannuation to contribute to the Local Authority at the appropriate rate.

Garda Vetting/Child Protection 

Successful candidates may be subject to the Garda Vetting Procedures and will be required to complete Appendix V of the County Council’s Child Protection Policy.

Health

For the purpose of satisfying the requirements as to health it will be necessary for successful candidates, before they are appointed, to undergo a medical examination by a qualified medical practitioner to be nominated by the local authority.  
Annual Leave

Granting of annual leave, payment for annual leave and arrangements for public holidays will be governed by the provisions of the Organisation of Working time Act, 1997. 

Training

The successful applicant will:-

· Undertake any course of relevant training as required by Monaghan County Council

· Undergo training for Health and Safety, technical skills and general performance as assigned

· Participate and co-operate with all training initiatives as required.

Interview:

At interview candidates will be assessed in the following areas:

	KNOWLEDGE/

EXPERIENCE
	SKILLS
	GENERAL ATTRIBUTES

	· Knowledge and understanding of role and responsibilities 

· Previous and current working environment

· Knowledge and understanding of health and safety


	· Planning/organising

· Ability to work as part of a team and maintain effective working relationships

· Time management
	· Communication and interpersonal skills

· Initiative
· Flexibility
· Commitment

· Positive attitude with self-motivation




Candidates at interview must achieve a minimum 50% of the total marks available in each of the competencies to qualify.  

Selection shall be by means of a competition based on an interview conducted by or on behalf of the Local Authority. 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.

RESTRICTIONS ON ELIGIBILITY
Candidates should note that anyone who has taken part in the Public Service Early Retirement

Schemes set out below is not eligible to take part in this competition.  

 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 of the same sector. Therefore, such retirees may not

 apply for this position.  

 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 funds.  

 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.  

 Declaration: 

 Applicants will be required to declare whether they have previously availed of a Public 

 Service Scheme of Incentivised Early Retirement. 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.

 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.

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.

Retirement
There is no mandatory retirement age for new entrants to the public service as defined in the Public Service Superannuation (Miscellaneous Provisions) Act 2004. 

Anyone who is not a new entrant to the public service, as defined in the Public Service Superannuation (Miscellaneous Provisions) Act 2004, is subject to a compulsory retirement age of 70 years or as determined in accordance with Department Circulars and in line with Government Policy.

The maximum retirement age for new entrants as defined by the Public Service Pensions (Single Scheme and other Provisions) Act 2012 is 70 years.

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 shortlisting 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.

ADDITIONAL RELEVANT INFORMATION FOR APPLICANTS

· An applicant who is found to be ineligible at any stage of the competition will not be further considered.   Provision of inaccurate, untrue or misleading information will lead to disqualification from the competition, withdrawal of employment offer or dismissal.

· Information provided by a candidate in their application form will be used for the purpose of the Part-time Cleaner Competition.   By applying for this post, the applicant is consenting to their information being used for this purpose.

· The onus is on each applicant to ensure that he/she is in receipt of all communication from Monaghan County Council.  Monaghan County Council does not accept responsibility for communications not accessed or received by an applicant.

· All applications will be acknowledged by email after the closing date has passed. Applicants who do not receive an acknowledgement within seven days of the closing date should contact the Human Resource Management Section.

· General Data Protection Regulation (GDPR)

The General Data Protection Regulation (GDPR) came into force on the 25th May 2018, replacing the existing data protection framework under the EU Data Protection Directive.
When you register with Monaghan County Council or submit an application for a competition, we create a computer record in your name. Information submitted with a job application is used in processing your application. Where the services of a third party are used in processing your application, it may be required to provide them with information, however all necessary precautions will be taken to ensure the security of your data.  
To make a request to access your personal data please submit your request by email to: dataprotectionofficer@monaghancoco.ie ensuring that you describe the record(s) you seek in the greatest possible detail to enable us to identify the relevant record(s). 

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 employment contract to be agreed with the successful candidate.
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.
