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	GENERAL INFORMATION



MONAGHAN COUNTY COUNCIL/Comhairle Contae Mhuineacháin is the authority responsible for Local Government in Monaghan. It is one of 31 Local Authorities in the Republic of Ireland. Local Authorities are the closest and most accessible form of Government to citizens. Monaghan County Council provides a diverse range of services across the county with a focus on making Monaghan a better place to live, work and visit. These services include housing, transportation, planning, infrastructure, environmental protection, recreation and amenity provision, community development and emergency services. The council plays a key role in supporting economic development within the county. There are 18 Elected Members and the Revenue budget for 2025 is €93.7million.
 


Human Resource Management,
Monaghan County Council,
County Offices,
The Glen, Monaghan
H18 YT50

Email: recruitment@monaghancoco.ie
Telephone Number: (047) 73703
	JOB DESCRIPTION



Applications are invited from suitably qualified persons who wish to be considered for inclusion on a panel from which permanent or temporary vacancies for the position of Business Advisor, (Grade VI) Local Enterprise Office in Monaghan County Council shall be filled. 

The Local Enterprise Office (LEO) is the local first-stop shop for new entrepreneurs and existing micro-enterprise and small business owners. The LEO is the front door through which all information on State supports of small and micro-businesses can be accessed and through which financial and other supports can be provided to the business community. The role will involve the performance of duties at a variety of locations as required. The main functions of the office are the provision of: -

· Direct Financial Support to micro businesses
· Direct Business Information, advisory services, and enterprise Support Services
· Provision of high-quality training to meet the needs of businesses
· Mentoring services
· Entrepreneurship Support Service
· Local Enterprise Development Services/Economic 

The Role

The Business Advisor is a key executive staff member of the Local Enterprise Office and will help drive the delivery of an integrated range of actions and programmes to promote entrepreneurship within the county and increase the capabilities of Monaghan businesses to grow and develop. The Business Advisor will report directly to the Head of Enterprise (LEO).

The ideal candidate will: -
· Have an excellent understanding of commercial business and considerable experience in working with the business community.
· Have excellent communication skills and experience in client/customer engagement and management.
· Have considerable experience in event management and/or delivery of projects.
· Have experience in the management and utilisation of new communications technologies in particular digital marketing.
· Have a strong capability to multitask and work to deadlines.
· Be self-motivated with an ability to work on own initiative but within a dynamic small team environment.
· Have a strong understanding of the needs of small and micro businesses and the role of the Local Enterprise Office, including knowledge of its supports, services, and processes.
· Have the ability to motivate, empower and encourage staff under his/her control to achieve maximum performance.
· Possess strong business acumen with experience that demonstrates an understanding of the phases of business development including a demonstrated ability to analyse and interpret business proposals from various perspectives, e.g. finance, marketing, process/operations, etc. 

	DUTIES AND RESPONSIBILITIES



The Business Advisor shall perform such duties as may from time to time be assigned in relation to employment and as may be appropriate to any function of the Local Enterprise Office (LEO) and shall carry out such instructions as may be given in relation to the performance of their duties. 

The duties will include but are not limited to:

· The provision of one-to-one business advice and guidance, assessing client’s business needs and recommending relevant supports for growth and sustainability. 

· Overseeing the delivery of the Mentor Programme, including client engagement, needs assessment, mentor liaison, procurement, budget management, and performance tracking and delivering on KPI’s.

· Developing and overseeing the delivery of training and management development programmes aligned with the Local Enterprise Development Plan. Responsibilities include managing teams, achieving KPIs, preparing specifications, processing tenders/quotes, recruiting clients, tracking outputs, and managing budgets. 

· Designing, developing, and implementing tailored programmes to address the unique needs of specific sectors and cohorts, such as food industries, creative enterprises, female entrepreneurship, and youth entrepreneurship.

· Developing and leading initiatives designed to support microenterprises increase performance and competitiveness including programmes such as Digital Transformation and Green initiatives to build resilience and sustainability. 

· Engaging with our growing portfolio companies, to support them to reach their potential and increase market share by maximising uptake of the full range of LEO supports. 

· Meeting with clients and providing one to one tailored advice on grant applications, assessing grant applications, and presenting applications to the evaluation committee. 

· Managing projects from early stage to delivery, including procurement and contract management.

· Communicating Local Enterprise Office programmes and activities through strategic use of marketing campaigns, social media platforms and other communication tools. Create engaging content for e-zines, social media platforms, and the LEO website to enhance awareness and participation.

· Contributing to the planning, content development, and execution of key events such as Local Enterprise Week, Business Awards, National Women’s Enterprise Day, Student Enterprise Awards and other pilot events.

· Reporting to senior management regularly, providing updates on key metrics and performance indicators.


· Ensuring compliance with procedures and standards while proactively suggesting improvements to enhance operational efficiency and customer service.

· Promoting innovation and implementing continuous improvements across LEO processes and programmes.

· Staying updated on sector trends and advancements, participating in training as required.

· Supervising and managing staff to ensure high-quality service delivery and performance.

· Undertaking projects in collaboration with other sections, ensuring alignment with organisational goals and strategic objectives.

· Proactively make suggestions to address challenges and improve operational efficiency and customer service. 

· Proactively learning and adapting to new IT systems, tools, and technologies to enhance operational efficiency and service delivery. Staying updated on emerging social media platforms and trends, leveraging them effectively to promote programmes, engage clients, and enhance visibility.

· Proactively identifying opportunities to address challenges through streamlining processes, enhancing operational efficiency, developing, and implementing innovative solutions to improve customer service delivery and ensure a seamless client experience.

· Performing any other duties as assigned by the Head of the Local Enterprise Office to advance the organisation's objectives.


These duties are indicative rather than exhaustive and outline the main functions and responsibilities of the post of the Business Advisor and may be subject to change in the future. 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. 


















	ESSENTIAL QUALIFICATIONS FOR THE POST



1. Character

Candidates shall be of good character.

2. 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.

3. 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.

4. Education, Training and Experience

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


(a) [bookmark: _Hlk64962831]hold a professional qualification at Degree (level 7 NFQ) or above in Business/ Entrepreneurship or equivalent. 
(c) have significant satisfactory experience of working in or working with small and micro businesses and be familiar with the broad range of supports and agencies available to support local businesses. 
(d) be computer literate and have good verbal and written communication skills and be comfortable speaking in public.




Essential Requirements: 

· Strong interpersonal and advisory skills, with the ability to assess clients’ needs and recommend tailored solutions to support business growth and development.

· Strong analytical skills to track metrics, prepare reports, and present insights to senior management.

· Experience in planning, coordinating, and executing events, marketing campaigns, and promotional activities to drive awareness and participation in LEO supports.

· Experience in managing projects, including budget oversight, procurement processes, contract management, and ensuring adherence to KPIs and deliverables.

· Strong track record in collaborating with internal and external stakeholders to drive initiatives, secure funding, and deliver high-impact results.

· Organisational and multitasking abilities, with attention to detail in reporting and administrative tasks.

· Leadership skills to manage teams and deliver high-impact results.

· Strong organisational experience and ability to manage a range of multiple projects and competing priorities at one time to meet demanding and tight deadlines. 

· Excellent research capability, analytical skills, writing and presentation skills. 

· Knowledge, understanding and comprehension of the key business growth sectors and client categories in which the LEO’s operate and an ability to translate this knowledge and understanding into developing supports and initiatives to achieve effective business impacts and results. 

· Understanding of compliance and governance requirements as they relate to funding through the Leo.








Desirable Requirements

Desirable competencies/skills will include: -
· Experience in dealing with the business sector

· Proficiency in the use of digital tools, social media, and communication platforms to drive engagement and participation is desirable

· Financial literacy skills to undertake evaluation and assessment of project proposals for financial assistance and other supports, including conducting due diligence to qualify the funding requests. 

· A knowledge of the policies in relation to staff 

· The ability to effectively deal with conflict. 

Non-Irish Qualifications must be accompanied by a determination from Quality and Qualifications Ireland (QQI) to establish their comparability against the Irish National Framework of Qualifications. Oversees qualifications must also be accompanied by a translation document.

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.














	COMPETENCIES FOR THE POST



Key Competencies for the post are outlined in the table below. Candidates will be expected to demonstrate sufficient evidence within their application form and at interview of competence under each of these headings. 


	Essential Requirements
	

	
Knowledge, Experience and Skills
	
· Demonstrates understanding of the role of Local Enterprise Office in the context of wider local authority service.
· Demonstrate the knowledge and understanding of the structure and functions of Local Government.
· Demonstrate the understanding of current local government issues, priorities, and concerns and the strategic direction of local government.
· Understands the role of Business Advisor.
· Have relevant administrative experience at a sufficiently high level.
· Have experience of managing and supervising staff, including managing performance.
· Experience of compiling, preparing and presenting reports, presentations, correspondence, etc.
· Effective budget and financial and resource management skills.
· Have knowledge and experience of operating ICT systems.




	Management and Change
	
· Be effective in translating corporate mission and objectives into operational plans and outputs.
· Develop and maintain positive, productive and beneficial working relationships.
· Effectively manage the introduction of change and demonstrate flexibility and openness to change.
· The ability to sustain a positive image and profile of the Local Authority & Local Enterprise office.




	Delivering Results and Communicating effectively 
	
· Contributes to the development of operational plans and lead the development of team plans.
· Plan and prioritise work and resources effectively.
· Establish high quality service and customer care standards.
· Make timely, informed and effective decisions and show good judgement and balance in making decisions or recommendations.
· Have effective verbal and written communication skills.
· Have the ability to recognise the value of and requirement to communicate effectively.




	Performance through People
	
· Lead, motivate and engage employees to achieve quality results and to deliver on operational plans and Enterprise Ireland metrics.
· Effectively manage performance.
· Empowers and encourages people to deliver their part of the operational plan.




	Personal Effectiveness
	· Is enthusiastic about the role and motivated in the face of difficulties and obstacles. 
· Manages their time effectively, focusing on essential tasks and responsibilities.
· Is open to take on new challenges or responsibilities. 
· Is honest and trustworthy in all dealings.
· Take initiative and seek opportunities to exceed goals.
· Have a detailed knowledge of the LEO supports, services and processes and the range of public and private supports available to small enterprise in Ireland.
· Maintain a positive, constructive and enthusiastic attitude to their role.











	PRINCIPAL TERMS AND CONDITIONS




	The Competition



Monaghan County Council invites applications from suitably qualified persons, who wish to be considered for inclusion on a panel from which permanent and temporary vacancies for the post of Business Advisor (Grade VI), Local Enterprise Office shall be filled. The post(s) shall be wholetime, permanent and pensionable.

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. 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. An allowance may also be payable in respect of travel expenses and subsistence.

The salary scale for the post is: -
€55,641, - €56,969 – €58,586 – €61,629 – €63,447 – LSI 1 €65,706 – LSI 2 €67,977

Entry point to this scale will be determined in accordance with Circulars issued by the Department of Housing, Local Government, and Heritage. Appointees who are not existing public servants will enter at the minimum point of the scale.

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.


Hours of Duty:

	The successful candidate’s normal hours of work will be 35 hours per week. Flexible working arrangements apply. The Council reserves the right to alter the hours of work from time to time. The role requires flexibility in terms of working hours as the duties may involve working outside of normal office hours involving regular evening and weekend attendance where necessary.

Annual Leave

The annual leave entitlement will be 30 days per annum.

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:

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. 

Superannuation contributions

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. 

Widows & Orphans/Spouses & Childre’s scheme

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.

New entrants from 1st January 2013 – Single Public Services Pension 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. 
[bookmark: _Hlk126837861]

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. 


Garda Vetting/Child Protection 

The successful candidate(s) will be subject to the Garda Vetting Procedures and will be required to complete Appendix V of the County Council’s Child Protection Policy.

Residence

The successful candidate(s) shall reside in the district in which his or her duties are to be performed, or within a reasonable distance thereof.

Training

Successful candidates will be required to attend and participate in training programmes as may be decided by the local authority from time to time and to apply their learning in the course of their working activities. The successful candidate for this post shall undertake specific training in the area of catchment science and management and farm inspection skills.

Driver’s Licence

The holder of the post shall hold a current full clean driving licence in respect of category B vehicles or equivalent in the EU Model Driving License. The successful candidate will be required to provide their own transport in the course of their duties and maintain the vehicle to the satisfaction of the local authority. Monaghan County Council, as employer, must be indemnified on the insurance policy. 

Offer of appointment

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 from the date on which the offer is made. If he/she fails to take up the appointment within such period or such longer period as the Council in its absolute discretion may determine, the Council shall not appoint him/her.

References

All appointments are subject to receipt of satisfactory references.


















	FORMAT OF THE COMPETITION




Selection process
The Selection Process may include the following:  
· Short-listing of candidates on the basis of the information contained in their application.
· Preliminary interview.
· Competitive interview.

[bookmark: _Hlk164776908]Submission of application form

Applications must be made on the official application forms, and all sections must be completed in full. While completing the application form, accuracy is essential. All forms must be clearly legible and in electronic format. Applications must be submitted via the recruitment submission link available on our website www.monaghan.ie under current vacancies.

Application forms, once submitted, will be checked to ensure that they meet the required minimum criteria for the position. If your application form does not meet the minimum qualifications for the post as set out in this booklet then your application will be deemed invalid, and you will not be permitted to proceed any further in the selection process.

[bookmark: _Hlk164701828]All applications will receive an automated email once submitted via the recruitment link. If applicants do not receive this automated acknowledgement should email: - 
recruitment@monaghancoco.ie. 

The onus is on each applicant to ensure that she/he is in receipt of all communication from Monaghan County Council.

Shortlisting

Monaghan County Council reserves the right to shortlist applications. The shortlisting process may take the form of either a desktop shortlisting process based on the information contained in the application forms or a shortlisting interview. 
The information you supply in the application form will play a central part of the shortlisting process. Monaghan County Council’s decision to include you on the shortlist of candidates going forward to the next stage of the process may be determined based on this information. 

Where, by reason of the number of persons seeking admission to the competition and the standard of knowledge, training, or experience in general of such persons, Monaghan County Council considers that it would be reasonable not to admit all the persons to the competition. Monaghan County Council may admit to the competition only persons who appear likely to it to attain in the competition a standard sufficient for selection and recommendation for appointment. An expert board will examine the application forms against a pre-determined criteria based on the requirements of the position.
You will be contacted in writing in relation to any interview dates and times. The onus is on you to attend for interview on the dates and times allocated. Alternative dates and times cannot be facilitated. When attending for interview you may be asked to produce photographic identification.


Interview stage

The interview is your opportunity to give evidence of your knowledge, skills and experience and the Local Authority’s opportunity to assess your suitability for the role as advertised. 

The admission of a person to a competition, or invitation to attend an interview, is not to be taken as implying that Monaghan County Council is satisfied that such person fulfils the requirements of the Regulations or is not disqualified by law from holding the position and does not carry a guarantee that your application will receive further consideration.  It is important therefore for you to note, the onus is on you to ensure that you meet the eligibility requirements for the competition before attending for interview. If you do not meet these essential entry requirements but nevertheless attend for interview you will be putting yourself to unnecessary expense, as Monaghan County Council will not be responsible for refunding any expenses incurred.

Monaghan County Council reserves the right to conduct interviews (shortlisting and/or Final Interviews) through a virtual platform where necessary. i.e. Microsoft Teams.

Deeming of candidates to be withdrawn

Candidates who do not attend for interview when and where required by Monaghan County Council or who do not, when requested, furnish such evidence as required by Monaghan County Council within the specified timeframe with regard to any matter relevant to their candidature, will be deemed to have withdrawn their application from the competition.

Feedback

Candidates shall be notified of the outcome of each stage of the selection process at the earliest possible date.

























	ADDITIONAL RELEVANT INFORMATION




Ineligible

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.

Canvassing

Any attempt by candidates or by any persons acting at their instigation, directly or indirectly by means of written communication or otherwise to canvass or otherwise influence in the candidate’s favour, any member of staff of the County Council, or persons nominated by the Chief Executive to interview or examine applicants, will automatically disqualify the candidate for the position they are seeking.

Confidentiality

Monaghan County Council, in its recruitment and selection process, has appropriate measures in place to protect the confidentiality of all applicants. All enquiries, applications and other aspects that form part of the recruitment formalities are treated as confidential and are not disclosed to anyone, outside of those directly involved in the recruitment process - subject to the provisions of the Freedom of Information Acts, 1997-2014.

Records created, maintained, and stored by Monaghan County Council as part of the recruitment and selection process are subject to a range of legislation, including Freedom of Information and Data Protection.

General Data Protection Regulation (GDPR)
 
Monaghan County Council is committed to the protection of your personal data and complies with our obligation under the Data Protection Act (1988- 2018) as amended and the General Data Protection Regulation (GDPR).

The basis for processing your personal data is to process your application for the position you have applied for with Monaghan County Council under the Terms of the Employment (Information) Act 1994 and Human Resource policies and procedures.

The personal data sought for the purpose of recruitment will include your name, contact details including email address, phone number (s), particulars of educations, details regarding your records of employment, details of referees and confirmation if you require an employment permit/visa/or work authorisation.

When your application form is received, Monaghan County Council will create a computer record in your name, which contains much of the personal information you have supplied. This personal record is used solely in processing your candidature. You are entitled to obtain at any time, a copy of information about you by emailing dataprotectionofficer@monaghancoco.ie






Sharing of information

In addition to Human Resources, the information provided in your application will only be shared for progressing the competition for which you have applied for, with a designated short-listing and/or interview board. If, following the competition, you are placed on a Panel and offered a position, the information provided in your application form will form part of your Personnel File and may be used for deciding the post to which you are assigned.

Furthermore, should you be offered a position and subsequently confirm your interest in the position, the information provided on your application form will be used to request service records, employment references and/or character references as required.

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 Circular7/2010 dated 1 November 2010 introduced 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.

Assignment

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. 

	IMPORTANT NOTICE


This candidate information booklet 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 successful candidates.

	Monaghan County Council is an equal opportunities employer




ADDITIONAL RELEVANT INFORMATION 

Further information pertaining to the terms and conditions of employment are available from Human Resource Management, 
Monaghan County Council, County Offices, The Glen, Monaghan, H18 YT50. 
Telephone Number: (047) 73703
Email: recruitment@monaghancoco.ie


For full details of the collection, processing and sharing of your personal data and your rights in this regard, please see the Council’s full Privacy Notice at: https://monaghan.ie/privacy-notice/
[bookmark: _Hlk951744]For further details of the collection, processing and sharing of your personal data relevant to this application form please see https://monaghan.ie/humanresources/recruitment-and-selection-process/
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