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Candidate Information Booklet
 

 	

Tenant Liaison Officer 



Closing Time and Date:	
4.00pm on Friday 7th July 2023

 





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









Post of Tenant Liaison Officer
QUALIFICATIONS

Character:
Each candidate must 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.

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

1. A citizen of the United Kingdom (UK); or

1. A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the free movement of persons; or

1. 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

1. 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

1. 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

Education, Training, Experience, Etc. 
Each candidate must on the latest date for receipt of completed application forms:– 

a) Have attained a good standard of general education
b) Be highly motivated
c) Possess good interpersonal skills and the ability to develop good working relationships with staff and local communities
d) Have a good knowledge of all relevant legislation and its applications particularly that relating to management of social housing/anti-social behaviour
e) Have satisfactory knowledge and/experience of working in a community or social housing setting
f) Be computer literate 

The ideal candidate for the position will also:
· Possess excellent professional/technical knowledge and skills
· Have excellent communication and interpersonal skills
· Have excellent team leadership skills
· Have the ability to work independently or within multi-disciplined teams
· Have problem solving skills and decision-making skills
· Have planning and organisational skills
· Have experience of community working within a housing context
· Have experience of working with vulnerable adults
· Have experience in relation to child protection
· Have experience in engaging with a diverse range of stakeholders and maintaining good working relationships
· Deal effectively with conflicting demands
· Work under pressure to tight deadlines
· Lead and co-ordinate (external) agencies
· Possess strong ICT and presentation skills
· Have a good understanding of safety management in the workplace including Health and Safety legislation and regulations.
Driving Licence
Applicants should at the date of appointment hold a full valid Irish/EU licence, for Class B vehicles or a licence acceptable to NLS for transfer to full Irish Licence.  They must be a competent driver and shall drive a vehicle in the course of their duties and for this purpose provide and maintain the vehicle to the satisfaction of the local authority.  The Council must be indemnified on their insurance.

 
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.  




















Tenant Liaison Officer
Person Profile

The Role
The Tenant Liaison Officer is a key role within the Housing Department.  It provides a visible Council presence within social housing estates, helping to support tenants/communities and build a positive tenant/landlord relationship.  By ensuring good standards of tenant behaviour are maintained it helps create a positive living environment for all.  It is a proactive role, where problems are addressed early with a view to quick resolution.  


Duties and Responsibilities

The principal duties and responsibilities of the post may include, but are not limited to the following:
· Reporting to the appropriates Supervisor/Line Manager
· Investigation of complaints of anti-social behaviour or other breaches of tenancy of Council dwellings, including leased properties
· Interviewing tenants and others in relation to complaints of breaches of tenancy including anti-social behaviour
· Preparing and serving warning letters, notices, etc when required
· Attending in court to give evidence when required
· Attending at evictions
· Keeping necessary records and compiling relevant statistics, etc
· Investigating housing applicants where necessary
· Mediating on residents’ conflicts and other related issues
· Liaising with tenants/residents’ groups and estate management, as required.
· Developing and maintaining a working relationship with the Garda Siochana, Health Service Executive and other agencies or groups on the issue of anti-social behaviour
· Working in a proactive manner to build relationships with tenants, providing support and advice and ensuring full compliance with the tenancy agreement.  Proactively monitoring estates to ensure good standards of estate management
· Providing such written reports as are required by management
· Any other duties including office-based duties as may be assigned by management from time to time.
[bookmark: _Hlk127345076]

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 any time assign an employee to any premises in use by the Council now or in the future.































Tenant Liaison Officer
Particulars of Office

THE POSITION
The Council is seeking applications from suitably qualified candidates for the position of Tenant Liaison Officer. A panel will be formed from which relevant vacancies arising during the lifetime of the panel may be filled.  The position is wholetime and pensionable.  The Tenant Liaison Officer will be assigned to the Housing Section.   

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.

SALARY
The salary shall be fully inclusive and shall be as determined from time to time.  Starting pay for new entrants will be at the minimum of the scale.  The rate of remuneration may be adjusted from time to time in line with Government pay policy. 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 post or in respect of any services which they are required by or under any enactment to perform.
The current salary scale for the position is: €47,339 - €48,811 - €50,285 - €51,761 - €53,248, €54,981 (LSI 1), €56,721 (LSI 2) - Circular EL 01-2023 refers.

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.

SUPERANNUATION CONTRIBUTIONS
Membership of the Local Government Superannuation Scheme or the Single Public Service Pension Scheme is compulsory for all employees. Details will be provided to the appointee prior to appointment. 

Persons who become pensionable officers of a Local Authority who are liable to pay the Class A rate of PRSI contribution will be required in respect of their superannuation to contribute to the Local Authority at the rate of 1.5% of their 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). 
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. 
All persons who become pensionable officers of a Local Authority will be required in respect of the 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
For new entrants under the Single Public Service Pension Scheme, effective from 1st January 2013, superannuation contributions are as follows: 3.5% of net pensionable remuneration and 3% of pensionable remuneration. Pension and retirement lump sum will be based on career-average pensionable remuneration; pensions will be co-ordinated with the State Pension Contributory. 



PROBATION
Where persons who are not already permanent employees of a local authority are appointed, the following provisions shall apply;

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

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

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

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 30 days per annum. The annual leave year runs from the 1st January to the 31st December.

RETIREMENT AGE 
[bookmark: OLE_LINK2][bookmark: OLE_LINK1]Retirement age will be determined on previous Public Sector Service (if any) and will be advised on appointment.

HOURS OF WORK
The successful candidates’ normal hours of work will be 35 hours per week (Monday to Friday).  The Council reserves the right to alter the hours of work from time to time. You may be required to work overtime on various occasions.  All hours of work will be subject to and recorded in accordance with the provisions of the Organisation of Working Time Act 1997 and the Organisation of Working Time Act (Regulations) 2001.

TRAINING 
Successful candidates will be required to participate in training programmes relevant to the skills necessary for the performance of the duties attaching to the post and to attend all mandatory training.  
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.

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. 
	Marks will be awarded under the following skill sets identified for the position of Tenant Liaison Officer:-
· Management and Change
· Delivering Results
· Performance through People/Interpersonal Skills
· Personal Effectiveness
(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.  
(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.
[bookmark: _Hlk521236953]
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.

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.

Monaghan County Council is an equal opportunities employer


[bookmark: _Hlk127346779]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.


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 Tenant Liaison Officer 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 she/he 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). 
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

Information Sheet – Competency Framework and Requirements

Candidates will be expected to demonstrate sufficient evidence within their application form under each competency outlined below:-  

	1. Management and 
  Change
	Political Awareness
Has a clear understanding of the political reality and context of the organisation.
Demonstrates a knowledge of current local government issues and advocates practical approaches to addressing them
Demonstrates a clear and realistic view of future trends and strategic direction of local government and housing
Demonstrates an understanding of the role of a Tenant Liaison Officer in this context.
Standard, Ethics and Governance
Ensures that ethical governance principles are embedded into the culture, practices and processes of all activities within designated area of responsibility, in the wider authority
Understands and adheres to the Code of Conduct for employees and complies with all Council rules, regulations and procedures
Understands, supports and embeds the principles of diversity.
Networking and Representing
Develops and maintains positive and beneficial relationships with relevant interests.
Sustains a positive image and profile of the local authority
Safety, Health and Welfare at Work
Fully implements safe systems of working in accordance with the Corporate Safety Statement and relevant Ancillary Safety Statement for their area of work
Influencing and Negotiating
Brokers agreement with others, to your team’s objectives
Takes a long-term pragmatic view when required.

	2. Delivering Results
	Problem Solving and Decision Making
Can pinpoint critical information and can address issues logically. Acts decisively and makes timely, informed and effective decisions.
Operational Planning
Plans, develops and prioritises work programmes with senior management that are aligned to the Council’s Corporate and Operational Plans.
Managing Resources
Manges the allocation, use and evaluation of resources to ensure they are used efficiently to deliver on operational plans.  Drives and promotes reduction in cost and minimisation of waste.  
Delivering Quality Outcomes
Promotes the achievement of quality outcomes in delivering services.    Evaluates the outcomes achieved against operational plans, identifies learning and implements improvements required.
Abides by the laws, regulations and policies and procedures affecting your employment and the discharge of your duties
Sets and implements high standards of service delivery in accordance with the established parameters of the operational plans
Closely monitors quality of activities and takes initiatives to improve work processes over time.

	3. Performance through People/Interpersonal Skills












4. Personal Effectiveness
	Managing Conflict
Effectively identifies and manages conflict and potential sources of conflict
Demonstrates experience of negotiating successful outcomes
Demonstrates experience of dealing with and resolving conflict that requires excellent interpersonal, negotiating and communication skills 
Communicating Effectively
Demonstrates experience of report writing and correspondence
Demonstrates experience of work-based dealings with a variety of groups/agencies
Demonstrates experience of effecting work-based improvements in the face of opposition
Demonstrates experience of making presentations.
Demonstrates experience of chairing or contributing to group problem-solving
Demonstrates experience of dealing with resolving conflict that requires excellent interpersonal, negotiating and communication skills

Resilience and Personal Well Being
Remains calm under pressure and can separate personal issues from work issues
Values the well-being of self and others by managing stress levels and work life balances.
Has a strong sense of self-belief.
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