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Comhairle Contae Mhuineacháin
Monaghan County Council

Candidate Information Booklet
 

 	

Assistant Civil Defence Officer (analogous to Grade 1V)




     Closing Time and Date:	
4.00pm on Friday 19th January 2024
 


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




POST OF ASSISTANT CIVIL DEFENCE OFFICER  

THE COMPETITION

QUALIFICATIONS

Character:
Each candidate shall be of good character.

Health:
Each candidate shall 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, Experience, etc. 
Each candidate must, on the latest date for receipt of completed application forms – 

(a) Possess a good general standard of education
(b) Possess a good standard of administrative experience, including in the use of IT
(c) Have experience in the supervision and development of staff/volunteers
(d) Have experience in record keeping and the management of budgets
(e) Have experience in adult training and the delivery of training courses
(f) Have experience in the management of safety and safety management systems
(g) Possess a full, clean Class B Driving Licence

It is desirable that candidates have experience in Civil Defence or in other volunteer-based emergency organisations or in emergency response services.




The Ideal Candidate shall:-

· Be able to work on his/her own initiative as required

· Have the ability to integrate well with existing Civil Defence Volunteers

· Be willing to work flexible hours as required

· Have the ability and understanding to follow policy and procedures

· Have a good working knowledge, or demonstrate an ability to acquire knowledge, of the legal, regulatory and governance framework within which Monaghan County Council operates and adheres to corporate policies, protocols and procedures.


Candidates must also:
1. have the knowledge and ability to discharge the duties of the post concerned;
1. be suitable on the grounds of character;
1. 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:
1. 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;
1. 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. 

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 vehicle in the course of their duties and for this purpose provide and maintain the vehicle to the satisfaction of the Local Authority.  The successful candidate must be willing and be in a position to travel.  Monaghan County Council, as employer, must be indemnified on the insurance policy. 


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.  





POST OF ASSISTANT CIVIL DEFENCE OFFICER

PERSON PROFILE

Civil Defence is a statutory volunteer-based organisation that supports the front-line emergency services dealing with severe weather, flooding, major accidents and searching for missing people. Civil Defence also supports community events throughout the year including large events such as agricultural shows, concerts and festivals, sports events as well as smaller local events such as parades. There are currently approximately 3500 volunteer members throughout Ireland of which 55 are in Monaghan. There is a Civil Defence Unit in each local authority area and the Department of Defence, through its Civil Defence Branch, is responsible for the overall policy direction of Civil Defence. 

The Assistant Civil Defence Officer is a full-time employee of the Local Authority and is responsible for assisting the Civil Defence Officer in the day to day management of the Civil Defence Unit. He/she will generally report to the Civil Defence Officer and will, from time to time, be required to deputise for the Civil Defence Officer and be willing to take on this challenge.

The key duties and responsibilities of the post of Assistant Civil Defence Officer include: -

· To assist in the preparation and submission in a timely manner and in consultation with local authority management, of the three-year Civil Defence plan as required under Section 12 of the Civil Defence Act, 2012. 
· To co-ordinate the arrangements necessary for the implementation of the Civil Defence Plan. 
· Responsibility and upkeep of the new Volunteer Equipment Management System (VEMS). 
· Management of Health Products Regulatory Authority (HPRA) requirements in relation to controlled Drugs. 
· The day-to-day facility management of Civil Defence HQ and all Civil Defence training sites.
· Management of the Civil Defence Vehicle Fleet. 
· Management and development of the Civil Defence Health and Safety Management System. 
· To represent Civil Defence on local emergency planning structures and to promote good relations with key personnel in the Principal Response Agencies. 
· To provide support to the Principal Response Agencies in emergency and non-emergency situations in accordance with the Framework for Major Emergency Management. 
· Develop and build relationships with voluntary organisation within Co. Monaghan to provide an effective emergency response.
· To promote Civil Defence as a community resource within Co. Monaghan
· Provision of support in relation to community, charitable and local authority events.
· To comply with relevant policies, circulars and guidelines. 
· To attend training provided by the Department of Defence and the local authority.
· To arrange and ensure Civil Defence volunteers are appropriately trained including mandatory training, facilitate progression of training for volunteers, including completing an annual training needs analysis. 
· To support the recruitment, organisation and management of Civil Defence volunteers. 
· To carry out instructions issued by the local authority/Department of Defence for the purchase, care, maintenance, issue and control of Civil Defence uniforms, vehicles and equipment 
· To maintain adequate records, registers in the manner required and any other reporting requirements as may arise
· Develop the use of emerging technological systems (e.g. Drone capacity, comms, etc.) to enhance Civil Defence Volunteers in their role of supporting local Principal Response Agencies
· Such other duties appropriate to the office as may be determined from time to time including emergency duties and duties in relation to the area of the any other local authority




































POSITION OF ASSISTANT CIVIL DEFENCE OFFICER  
PARTICULARS 

1. POSITION
The office is wholetime and pensionable. A panel will be formed from 
which permanent or temporary vacancies arising during the lifetime of the 
panel may be filled.  

2. SALARY:
      The current salary scale for the position of an Assistant Civil Defence Officer 
      (analogous to Assistant Staff Officer) is:- 
       €32,301, €34,386, €37,345, €39,289, €40,989, €42,633, €44,853, €46,459, 
       €48,089, €49,589 (LSI 1), €51,100 (LSI 2)
       
      Entry point to this scale will be determined in accordance with Circulars        
      issued by the Department of Housing, Local Government and Heritage.  In 
      accordance with Departmental Circular letter EL 02/2011, a person who 
      is not a serving local authority employee on or after 1st January, 2011 will 
      enter the scale at the minimum point.
      
3. WORKING HOURS
       The post entails a wide range of duties which require maximum flexibility 
       and will be based on a 35 hour week which will include weekend and 
       evening working hours.  The Council reserves the right to alter the hours 
       of work from time to time.

4. 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 appointments take effect during which 
such persons shall hold such position on probation,

(b) such period shall be one year 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.

5. SUPERANNUATION
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. 

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

7. 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.  

8. ANNUAL LEAVE 
The annual leave entitlement for this post will be 30 days per annum.
Granting of annual leave, payment for annual leave and arrangement for public holidays will be governed by the provisions of the Organisation of Working Time Act, 1997. 

9. 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.

10. 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.  



11. RECRUITMENT 
(i) Selection of candidates for appointment shall be by means of a competency-based interview conducted by or on behalf of Monaghan County Council. Marks will be awarded under the following skill sets identified for the position of Assistant Civil Defence Officer (analogous to Assistant Staff Officer):-
· Delivering Results/Communicating Effectively
· Performance Management and Teamwork
· Personal Effectiveness

Candidates will also be assessed at interview on the basis of how they demonstrate their knowledge, skills and experience (see “Essential Requirements” on Information Sheet for more details).
	             	
(ii) 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.

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

12. 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.


         13.       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 appointment within such period 
                   or such longer period as the local authority in its absolute discretion may 
                   determine, Monaghan County Council shall not appoint them.


  14	.      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.

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

16.       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.


17.      Monaghan County Council is an equal opportunities employer.

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 Assistant Civil Defence 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). 

[bookmark: _Hlk73367518]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
Key competencies for the post include the following and candidates will be expected to demonstrate sufficient evidence within their application form of competence under each of these.  Please take particular note of these when completing the application from as any shortlisting or interview processes will be based on the information provided by candidates:

	Competency
	

	Delivering Results/Communicating Effectively
	· Plans work and allocation of volunteers and other resources effectively
· Implements high quality service and customer care standards
· Demonstrates effective written and verbal communication skills

	Performance Management and Team Work
	· Supervises the team to achieve corporate objectives
· Works as part of a team to ensure delivery of plans and schedules
· Has a strong team ethic of co-operation and mutual support

	Personal Effectiveness
	· Takes initiative and is proactive when he or she sees the opportunity to make a contribution
· Manages time and workload effectively
· Maintains a positive, constructive and enthusiastic attitude to their role
· Demonstrates flexibility and openness to change

	
	


	Essential Requirements 
	

	Knowledge, Experience and Skills
	· Demonstrate the knowledge and understanding of the structure and functions of Local Government including local government issues
· Understands the role of an Assistant Civil Defence Officer
· Have relevant practical and administrative experience
· Have experience of working as part of a team
· Have experience of preparing reports and correspondence
· Have knowledge and experience of operating ICT systems
· Have knowledge and understanding in relation to statutory obligations of Health and Safety legislation and its application in the workplace
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