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The Environmental Protection Agency (EPA) intends to hold an open
recruitment competition for the purpose of recommending suitably
qualified persons for the position of:

Competition Name: Programme Officer IV (Level 6) General
Post Number: 000423

Location: EPA Regional Inspectorate Castlebar or Kilkenny
Closing Date: 4.00pm on Thursday 27" June 2024

CPL Solutions Ltd will manage this Recruitment Campaign on behalf
of the EPA.

The Environmental Protection Agency is an equal opportunities employer and is committed
to principles of good recruiting practice.
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Candidate Information Booklet

Environmental Protection Agency (EPA)

Programme Officer IV (Level 6) General

000423

€29,297 to €46,450 per annum includes provision for two Long
Service Increments after three and six years respectively on the
maximum of the scale for permanent staff. (A modified scale may
apply to existing public/civil servants)

22 days per annum rising to 23 days after five years’ service and to
24 days after ten years’ service

EPA Regional Inspectorate Castlebar or Kilkenny.

Posts may be filled from the panel created by this competition.

Who We Are:

The EPA is an independent regulatory body established in 1992. Its purpose is “to protect,
improve and restore our environment through regulation, scientific knowledge and working
with others”. The EPA has a broad environmental remit and plays a key role in environmental
regulation, provision of knowledge and advocacy for the environment.

Further information in relation to the EPA is available on our website www.epa.ie

Some of our staff at work:

Key Benefits of Working at the EPA:

You will have the opportunity to carry out purposeful work that makes a difference and
impacts on our society and people. Not only do we have exciting career opportunities in many
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disciplines, there are also great benefits to working in the EPA. Check out some of these
benefits:

Benefits package

A comprehensive benefits package is available for all staff. This includes excellent career
progression opportunities with public sector pay rates, pension benefits and annual leave
entitlements. We also offer a 35-hour work week which includes flexible working hours and
flexi leave for most grades. Check out the specific benefits for this role.

Blended working

The blended working model adopted by the EPA provides us with an opportunity to direct
and shape the future of our work in a way that takes full advantage of this new way of
working. It is one of our flexible working options and will reduce commutes, contribute to
improving well-being and work-life balance.

Health and Wellbeing

The health and wellbeing of our staff is a priority for the EPA. Now more than ever we
recognise the importance of caring for our mental and physical health and general wellbeing.
We have an active Wellbeing Group who organise events and positive initiatives to help us
stay well and create an open and supportive culture for everyone. We are proud to say we
have been accredited with the 'The KeepWell Mark' award which is an evidence-based
accreditation for health and wellbeing standards.

Continuous Professional Development

Our staff can avail of excellent learning and development opportunities and we are fully
committed to continued professional development. We offer many opportunities to develop
through on the job learning, by engaging with multi-disciplinary teams across the organisation
and through generous formal internal and external training. Our further education schemes
include financial assistance for degrees, diplomas and masters to help you develop your
career.

Equality, Diversity and Inclusion (EDI)

We are committed to creating an environment that promotes equality, diversity and inclusion.
Our workforce is made up of a wide range of employees with diverse backgrounds,
circumstances and skills, they are our greatest asset. Through our EDI policy and our core
values and behaviours we continue to demonstrate high standards in how we attract, develop
and retain staff to ensure the commitment, engagement, wellbeing and performance of our
workforce.
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Overview of the Role:

The successful candidate will fulfil the role of Programme Officer IV (Level 6) and will be
assigned an entry level administrative role with responsibility for a range of tasks in the office
Castlebar or Kilkenny Regional Inspectorate.

They will work as part of a multi-disciplinary team and duties will include administrative and
support work to help ensure the smooth running of the office assigned. Candidates must be
flexible, capable of working to and meeting tight deadlines and committed to delivering high
quality results and services. They must demonstrate excellent inter-personnel skills, ability to
build relationships (internal and external) and have a track record in delivering outstanding
customer service in a busy office environment.

The assignment and area of work may subsequently change in accordance with organisational
requirements.

Key Responsibilities:
Candidates should demonstrate in their application their ICT, organisational and
administrative skill that would enable them to perform the key responsibilities of the role as
outlined below:
e Carrying out a range of administrative tasks and prioritising tasks and ensuring they
are carried out in a timely manner and to a high standard;
e Creating and maintaining PC based information and inputting and retrieving data;
e Maintaining high quality records management and up to date management
information systems;
e Reception duties including answering the phone and main door, and managing
post;
e Providing high quality customer service to both internal and external stakeholders;
e Assisting with the organising and scheduling of internal and external meetings and
conferences;
e Responsibility for raising purchase orders for the office using the Financial
Management system;
e Administration support for the operation of water testing laboratory including
operation of Laboratory Information Management System (LIMS IT system);
¢ Implementing statutory functions and adhering to EPA policies and procedures,
including Health and Safety requirements;
e Attending and participating in team meetings and other meetings as required;
e Participating in training and development programmes to maintain and improve
own performance and expertise required to perform in the role;
e Working with a team to draft and prepare documents as well as compiling inputs
into reports and presentations and;
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e Such other duties that may be assigned from time to time.

Essential Requirements:
Candidates must demonstrate that they have on or before 4pm on Thursday 27" June 2024:

1. Leaving Certificate (or equivalent) plus a minimum of one-year’s relevant work
experience demonstrated in a similar office-based role and previous experience
working to deadlines and effectively prioritising tasks. (A PLC or similar business/
administration at NFQ level 6 course can be used in lieu of one — year’s work
experience).

2. Demonstrate using specific examples of the following:
a. ICT skills including a working knowledge of Microsoft Office (Excel, Word,
Outlook) and ability to learn new systems;
Good communication skills including oral and written;
c. Ability to work and deliver as part of a team to meet objectives.

Desirable Requirements:
1. Previous experience adhering to policies, procedures or corporate guidelines.

In addition to the essential and desirable requirements set out above, candidates at interview
must be able to demonstrate that they possess the required competencies identified for
effective performance:

Required Competencies
* Team Player
* Interpersonal & Communication Skills
* Customer and Stakeholder Focus
* Delivery of Results
* Analysis & Decision Making
* Specialist Knowledge, Expertise and Self-development

Further information regarding competencies is available in Appendix A.

How to apply:
Application Forms and Candidate Information Booklets are available from the careers section
on the EPA website www.epa.ie.

Please note that cover letters and CVs are not required and should not be submitted. Only
applications submitted by email on the official EPA application form for this competition will
be accepted. Applications will not be accepted after the closing date and late applications will
be ineligible for consideration. Therefore, it is your responsibility to ensure that you have
allowed adequate transmission time for receipt of your application. Applicants must ensure
they retain a copy of the email submitted to including the date and time in case of any queries.
Canvassing is prohibited.
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Important Note: Closing Date for Applications is 4.00pm on Thursday 27" June 2024.
Email Instructions for Submitting your Application Form:
The following naming convention should be used as your email subject heading:

e Post Number and Post name: e.g. 000423 Programme Officer IV (Level 6) General.
Your application form should be attached to your email using the following naming
convention:

e Post number and applicant name: e.g. 000423 Mary Smith

e Atyped signature may be used.

Important Note: Application forms must be completed and sent to epa@cpl.ie.

Electronic applications will be accepted in Microsoft Word or a readable PDF file format. A
readable PDF file format is when a Microsoft Word document is converted to a PDF document,
using the ‘Saved as’ function in Word and selecting the file type as ‘.pdf’. The PDF text should
appear on the screen in the correct orientation.

Candidates with Disabilities

Candidates who would like to avail of reasonable accommodations are asked to submit a
psychologists/medical report. The purpose of the report is to provide the EPA with information
to act as a basis for determining reasonable accommodations where appropriate.

These reports must be forwarded by email to epa@cpl.ie marked for the attention of the
Disability Officer, Human Resources before the closing date for applications for this
competition.

Eligibility to Compete and Certain Restrictions on Eligibility

Eligible candidates must 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 has a stamp 4* or a Stamp 5 visa;

*Please note that a 50 TEU visa, which is a replacement for Stamp 4EUFAM after Brexit, is
acceptable as a Stamp 4 equivalent.

Selection Information

The EPA will use the Information in the application form to shortlist candidates and scoring
will be based on the information contained in the application form for the role of Programme
Officer IV (Level 6). Applicants must demonstrate, by reference to specific achievements in
their career to date, that they possess the qualities, skills and knowledge required for the role.

The EPA will convene an expert board to carry out the competitive stages of the selection
process to the highest standard of best practice. Interviews are likely to be held either virtually
or in person week commencing 29" July 2024.

For more information in relation to the selection process please see Appendix B.
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Important Notice

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.

Confidentiality and Freedom of Information

Subject to the provisions of the Freedom of Information Act, 2014, applications will be treated
in strict confidence. All enquires, applications and all aspects of the proceedings are treated as
strictly confidential and are not disclosed to anyone, outside those directly involved in that
aspect of the process. Personal information supplied by applicants may be stored by electronic
means e.g., in a database, for use solely for the purposes of processing your candidature and
should you be successful, retained by the EPA’s HR Team for employment purposes.

Certain items of information, not specific to any individual, are extracted from computer
records for general statistical purposes. The provisions of the Data Protection Act, 1988 - 2018
will be fully complied with. Candidate records are retained electronically for a period of one
year.

Page | 7



Candidate Information Booklet

Remuneration:

Salary Scale: *€29,297 to €46,450 per annum includes provision for two Long Service
Increments after three and six years respectively on the maximum of the scale
for permanent staff.

*(A modified scale may apply to existing public/civil servants)

Candidates should note that new appointments will be at the minimum of the scale and the

rate of remuneration will not be subject to negotiation and may be adjusted from time to time

in line with Government pay policy. Long service increments may be payable after three (LSI-

1) and six (LSI-2) years of satisfactory service at the maximum of the scale.

Increments are normally awarded annually subject to satisfactory performance; however,
payment of increments and or the rate of remuneration may be adjusted from time to time in
line with Government pay policy.

Important Note: Candidates should note that different salary terms and conditions may apply
if, immediately prior to appointment, the appointee is/was a serving civil or public servant.

Annual Leave
22 days per annum rising to 23 days after five years’ service, 24 days after ten years’ service.
25 days after 12 years’ service and 26 days after 14 years’ service.

Tenure

The term of appointment for the role will be permanent and pensionable. The appointee will
be required to serve a twelve-month probationary period. If at any time during this probation
it appears that the appointee would not be suitable for final appointment, the probation will
be terminated.

Hours of Attendance

Hours of attendance at work will be arranged from time to time by the EPA and will amount to
35 hours net per week. Normal working hours will be 9.00 a.m. to 5.00 p.m. with a minimum
of 30 minutes for lunch. The EPA operates of a flexible working hours scheme. This is included
for grades from entry level up to EPA Level 3.

Blended Working Policy

Blended working is part of the EPA commitment to be an employer of choice and it supports
the organisation’s ability to retain and attract high quality talent.

The EPA has a blended working arrangement with a minimum of two and a half days in the
office/on site. Further details about the EPA policy in relation to blended working are available
on request.

Business Travel
When absent from place of work on duty appropriate travelling expenses and subsistence
allowances will be paid subject to the normal Department of Public Expenditure.
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Sick Leave

Pay during properly certified sick absence, provided there is no evidence of permanent
disability for service, will apply on a pro-rata basis, in accordance with the provisions of the
Public Service Sick Leave Scheme.

Superannuation and Retirement

The successful candidate will be offered the appropriate superannuation terms and conditions
as prevailing in the Civil Service at the time of being offered an appointment. In general, an
appointee who has never worked in the Public Service will be offered appointment based on
membership of the Single Public Service Pension Scheme (“Single Scheme”). Full details of the
scheme are at www.singlepensionscheme.gov.ie.

Where the appointee has worked in a pensionable (non-single scheme terms) public service
job in the 26 weeks prior to appointment or is currently on a career break or special leave
with/without pay different terms may apply. The pension entitlement of such appointees will
be established in the context of their public service employment history.

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.
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Appendix A

Level 6 Competencies — Effective Performance Indicators

Dievelops and maintains goed working relatiors hips with others, sharing information and knowledge, &
appropriste.

Demonstrates respect for others in &l nteraction.

Understands own role in the team, making every effort to play hisfher pari.
Actively participates in team tasks,

Commits ta and delivers high quality services,

Is courtenus and peompt when responding 1o customers and stakeholders and remains composed, even in
chalenging circumstances.

Urederstands the steps or processes that a custamer must go through and can deardy explain these.

Demarstrates an interest in increasing krawledge of the wark of the EP4 in arder to defwr a mone effectie
service o our customers and stakeholders,

Communicates clearly, concisely, and fluently when speaking and in writing,

Communicates information in a pesitive and professianal manner.

Checks own understanding and that of others when communicating or recefving a message.
Actively listers to others and tries 1o understand their perspectives/requirements.

Produces written work of & high standard and nesds few neviews to finalise,

EPA — Competency Framework 2020

Level 6 Competencies — Effective Performance Indicators

Effectively completes tasks and seeks clarfication or support when needed,

Prinritises work to complete tasks on time and updates Line Manager an completion,
Checks &l work thoroughly to ensure it is completed to a high standaed and leams from mistakes.
Demuonstrates initiathoe and flexibilty in defivery of wark,

Wirks with othars to achieve results,

Gathers rekvant informetion and considers relevant policies and procedumes when making decisions
Maintains high quality reconds, securely and acourately that are easy for others 1o access and understand,
Breaks problem down into smaler parts in arder o reach a conclusion,

Seeks advice from colleaguesimanager & required when making a deciion.

Clearty understands the role, objectives and targets and how they fit into the work of the team.
Takes personal ownership for development and maintains the skils and expertise required to perform in the
e effectively.

Cortinualy seeks to Improve and develop self.
Encourages and is open 1o feedback from others.

EPA — Competency Framework 2020
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Appendix B
Further Information on the EPA’s Selection Process:

Application:
Application Forms and Candidate Information Booklets are available from the careers section
on the EPA website www.epa.ie. Application forms must be completed and sent to

epa@cpl.ie.

Only applications submitted by email on the official EPA application form for this competition
will be accepted. Applications sent to other email addresses will not be considered. Please
note that cover letters and CVs are not required and should not be submitted. Canvassing is
prohibited.

Please Note:

Applications will not be accepted after the closing date and late applications will be ineligible
for consideration. Therefore, it is your responsibility to ensure that you have allowed
adequate transmission time for receipt of your application. Applicants must ensure they
retain a copy of the email submitted including the date and time in case of any queries.

An acknowledgement email will generally be issued in respect of all applications received
(simply acknowledging receipt and it will not confirm eligibility or otherwise). If an applicant
does not receive an acknowledgement email within 2 working days of date of submission, the
applicant should contact epa@cpl.ie to ensure the application has been received.

The EPA accepts no responsibility for communication not accessed or received by an
Applicant. Notification to attend interview will issue at least one week in advance. Candidates
who do not attend for interview when and where required, will have no claim for further
consideration and their candidature will be deemed to be withdrawn.

The EPA will not be responsible for any expenses, including travelling expenses, candidates
may incur in connection with this competition.

Candidates must produce satisfactory documentary evidence of all qualifications claimed by
them, on request. Failure to produce such documentary evidence when requested may lead
to disqualification from the competition and/or termination of contract. Therefore, it is
advised that you have this documentation available to you when making your application.

Should the person recommended for appointment decline, or having accepted it, relinquish

it, the EPA may, at its discretion, select and recommend another person for appointment on
the results of this selection process.
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Shortlisting

Normally the number of applicants exceeds the numbers required to fill existing and future
vacancies to that position. This means that while you may meet the eligibility requirements
of the competition, if the numbers applying are such that it would not be practical to interview
everyone, the EPA may decide to invite a smaller number to interview. The EPA will conduct
a shortlisting process to select a group that based upon examination of the application forms,
appear to be the most suitable for the role. This is not to suggest that other candidates are
necessarily unsuitable, or incapable of undertaking the job, rather that there are some
candidates who better demonstrated their qualifications, relevant experience and or criteria.

An expert board will examine the application forms against pre-determined criteria based on
the requirements of the position. It is therefore in your own interest to provide a detailed
and accurate account of your qualifications/ experience in your application and to fully
demonstrate your ability to carry out the role outlined.

Interviews

A competency interview will be the final stage of the selection process. An Interview Board
will be appointed by the EPA to conduct the interviews. The interview will be based upon the
EPA core competencies and the technical requirements for the role. Candidates invited for
interview should familiarise themselves with the EPA competency framework for the
Programme Officer IV (Level 6) Grade. A description of the competencies is set out in
Appendix A.

Candidate review procedures in respect of the selection process

A request for an informal review/complaint may be made by a candidate against how the
decision was made and/or how the selection process was carried out by a representative of
the Agency. When requesting an informal review/complaint the candidate must clearly
outline the reasons why they believe the selection process was unfair in their case. If,
following the informal process, a candidate is subsequently not satisfied with the outcome,
they can request a formal review process.

Informal Review

A request for an informal review/complaint must be in writing and must outline the facts
that the candidate believe show that the selection process followed was incorrect. No
additional information/evidence can be accepted. The request must be made within two
days of notification of the decision, and will normally, take place between the candidate and
a representative of the EPA who played a key role in the selection process or alternatively a
member of Human Resources. The role of the reviewer is not to reassess or remark the
candidate, but rather to establish whether any errors occurred during any part of the
selection process. The reviewer will consider whether:
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1. The procedures set out in the selection process were followed correctly.

2. The original decision was made on the basis of correct and full information throughout
the process.

3. The original decision was made appropriately.

If the candidate is not satisfied with the outcome of the informal process the formal review
process, set out below, may be invoked. The candidate must invoke the formal process
within two working days of the notification of the outcome of the informal process.

Formal Review of the Selection Process

A request for a formal review must be submitted by email to epa@cpl.ie. When making a
request for formal review, a candidate must support their request by outlining the facts they
believe show that the action taken, or decision reached was wrong. A request for review
may be refused if the candidate cannot support their request. A formal review will be
carried out by two Human Resources staff.

The outcome will be notified to the candidate within ten working days.

Feedback

Feedback in relation to the selection process is available on request. If shortlisting is applied
candidates who have not progressed to interview can request their score sheet. Feedback is
available after the interview stage this feedback will be the competency score sheet and
summary commentary (written). There are no specific timeframes set for the provision of
feedback.

Canvassing

Canvassing is prohibited and will result in disqualification from the competition.
Appointment from Panel

Through this competition, the EPA will establish a panel of the successful candidates in order
of merit. The panel will expire after a set period from its establishment (usually twelve
months), or when it has been exhausted, whichever is sooner. Qualification and placement
on a panel is not a guarantee of appointment to a position. Candidates not appointed at the
expiry of the panel will have no claim to a position thereafter because of having been on the
panel.

References

Prior to confirming an appointment, the EPA will make all such enquires deemed necessary,
to determine the suitability of the candidate. The EPA will only contact the referees
provided in your application should you come under consideration after the interview stage.
Please note, should you be successful at final interview, we will require a reference from
your current employer prior to confirming appointment. Successful candidates will be
required to complete a number of clearance processes such as health declaration or medical
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and any other relevant checks required for the particular role. Records are retained

electronically for a period of one year.
Candidates Obligations
Candidates must:
* 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. and
if successful, they 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.

Candidates in the recruitment process must not:
* knowingly or recklessly provide false information;
* canvass any person with or without inducements;
* interfere with or compromise the process in any way;
* record the interview or any feedback conversations

Candidates who are found in breach of any of the above, will be disqualified from the
campaign and any offer of employment may be revoked/terminated.

A third party must not impersonate a candidate at any stage of the process.

It is important to remember that this is a competitive process for a role where integrity is
paramount. Sharing information on the selection process e.g. through social media or any
other means, may result in you being disqualified from the competition.
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