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General Information
TITLE OF POSITION:

ADULT EDUCATION OFFICERS (2) 
ORGANISATION:

Donegal Education and Training Board

LOCATION:

           
To be decided 
EFFECTIVE FROM:

1ST December 2016 
The positions may be offered on a permanent basis.  The appointments will be made in accordance with the Education and Training Board (Act) 2013 and CL 0062/2016 Experience, Qualifications and Eligibility Requirements for the Recruitment of Adult Education Officers.

[image: image3.jpg]N

\
—7

etb

Bord Oideachais agus
Oiliina Dhun na nGall
Donegal Education and
Training Board




Job Description

___________________________________________________________ 

ADULT EDUCATION OFFICER -  Role Description:

The Adult Education Officer will be responsible, under the direction and guidance of the Director of Further Education & Training and/or the Chief Executive, and in co-operation with other FET managers, for the planning, development, delivery and evaluation of the further education and training programmes and services offered by the Board. 
Donegal Education  and Training Board:
Donegal Education and Training Board (ETB) is a statutory body which was established on 1st July 2013 under the Education and Training Boards Act 2013 to replace the Vocational Education Committees (VECs).  

This legislation has created a new structure to support the evolution of service delivery, not just in schools under the direct governance of an ETB, but in the wider education and training sector, which has followed on from the establishment of SOLAS, the further education and training authority. 

Overview of Main Services Carried out by Donegal Education & Training Board:

The Board’s Educational & Training Services include:-
· Full-time education in 15 Post Primary Schools/Colleges 
· Outdoor Education Centre at Gartan, Churchill
· Eleven dedicated Further Education & Training Centres located throughout the County
· 2 Training Centres in Letterkenny & Gaoth Dobhair together with extensive county wide Contracted Training Provision
· Five Youthreach Centres
· Training Provision & Apprenticeships
· Part-time provision for adults in schools and numerous community based centres 
· A Youth Services Programme which supports voluntary Youth Groups, Local Youth Projects and Youth Services to provide education, developmental and recreational programmes for young people
· Local Music Education Service 
Staff 

Donegal ETB employees a total of 1,423 staff 
In delivering its services, the Board works proactively with a range of other bodies at local level, particularly in relation to social inclusion initiatives, with a view to ensuring that its provision is satisfactorily integrated with that of other education and training providers and with other agencies with responsibility for related services so that the benefits to the various client groups are optimised.

The duty of the Board to respond to the further education and training needs which arise in the administrative area of the Donegal ETB through the development, enhancement and expansion of the services provided will afford a challenge to the appointee.

Financial Information 
In the year of 2015, the Board managed and administered 88 Programme Budgets of recurrent expenditure totaling €63.8million and Capital Projects, in association with the Board’s Building Services and Estates Management Section, totaling €3.8 million, a total spend of € 67.6million.  

The Audit of Accounts for year ended 31st December 2015 is ongoing and it is hoped that the Accounts will be formally certified by the Comptroller and Auditor General by December 2016. 

The following Table sets out a Summary of Payments for the 2015 Calendar Year:

PROGRAMME





2015 EXPENDITURE
€000


%

General and Post Primary




35,819

          (54.57%)

(Running costs of 15 Second Level 

Schools and Colleges, Adult Education 

Night Class Programme and ETB Offices)

Further Education Services




9,113

            (13.88%)

(VTOS, Youthreach, Adult Literacy, 

Community Education, Adult Guidance, 

Childcare etc.)

Training Services 



                          12,060                                  (18.37%)

Youth Work Services




 
  482


(0.74%)

Student Support Services – Scholarships 


   403


(0.62%)

Self Financing Projects





 2,197


(3.35%)

Agencies






  1,716


(2.61%)

Capital Projects






  3,848


 (5.86%)









______

_____

Total







65,638


100%

Job Description

Key Responsibilities

To participate, under the direction and advice of the Director of Further Education & Training and/or the Chief Executive, and in co-operation with other DETB FET managers,  in the organisation, co-ordination and monitoring of any activities which may be involved in or arise out of the appointment within the Board’s scheme, as the Chief Executive may decide.  The specific duties will include but may not necessary be confined to the following:

a) Manage, co-ordinate and be accountable for the provision of full-time and part-time Further Education & Training (FET) programmes and support services in the Board’s area, in accordance with the Further Education & Training Strategy 2014-2019, and with future strategies as they arise.

b) Assist in the identification of further education and training needs of adults and relevant young people in the county.
c) Assist the Director of FET in the development and support of FET management teams, including through the performance of a line-management role as appropriate.

d) Work collaboratively with colleagues to ensure integration of programmes and support services across FET.

e) Assist in the development, implementation and review of the educational elements of Service Plans and Annual Reports 
f) Fulfil the requirements of SOLAS and DES in relation to planning, monitoring and reporting on FET programmes, including FARR, PLSS and other requirements as they arise.

g) Support and assist the development and implementation of an appropriate Quality Assurance system for all FET programmes under the aegis of the Board, in accordance with the ETB’s obligations under the Qualifications and Quality Assurance (Education & Training Act) 2012.
h) Assist in the development, implementation and review of the Education Plan/Strategy Statement.
i) Organise and monitor continuous professional development (CPD) for staff employed by the Board in the organisation and delivery of FET programmes and services.

j) Work collaboratively with, and facilitate co-operation between, agencies and organisations involved in the engagement and provision of FET programmes and services, including Department of Social Protection (DSP).
k) Liaise, as appropriate, with local economic interests in the development and organisation of courses aimed at increasing the pool of skills available to employers and improving FET students’ access to employment locally.

l) Support new developments which improve access, transfer and progression for FET students and potential students, including Accreditation of Prior Learning (APL) and Workplace Development.
m) Carry out the lawful instructions of the Board and of the Chief Executive and to fulfil all requisite duties as a Sub Accounting Officer inclusive of responsibility for designated education delivery budgets and the property, equipment and assets of the Board in his/her charge at any time.

n) Assist in the implementation of the current and further Scéimeanna/Schemes approved under Alt 11/Section 11 of Acht na dTeangacha Oifigiúla 2003/The Offical Languages Act, 2003.

o) Promote the Board’s FET provision and services as appropriate within the local community.
Person Specification

EXPERIENCE & QUALIFICATIONS

The qualifications and experience relevant to the position of Adult Education Officer of Donegal Education & Training Board are, in accordance with CL 0062/2016, as follows:-
Qualifications

Third level qualification(s) in relevant discipline(s) commensurate with this role would be a decided advantage.

Experience 
The successful candidate will:

(a)  Have management experience at an appropriate senior level, including leading teams and managing resources;

(b)  Have relevant experience in the following:


leadership of teaching or learning or training in adult education or further education or training or community or voluntary sectors;


governance and management;


performance management.

(c)  Demonstrate the capacity to work as part of a management team, contribute to the implementation of strategic plans, organisational policies and procedures;

(d)  Demonstrate the ability to manage and lead change and to fulfil reform requirements within the ETB;

(e)  Have strong interpersonal and collaborative skills including the ability to work effectively with a range of stakeholders and to represent the ETB as required;

(f)   Demonstrate that they possess the skills/competencies identified as being important for the role. These include:


Leadership: Supporting, developing, leading and managing FET staff.


Analysis & Decision Making: Programme planning, monitoring and implementation.


Management  and  delivery  of  results: Reviewing,  reporting and evaluating FET

programme and service delivery.


Interpersonal and communication skills: Promote, establish and maintain effective communications across all FET provision and with relevant voluntary and statutory bodies.


Specialist    Knowledge,    Expertise    and    Self-development:    Possess    a    clear understanding of the role and how it fits into the work of the ETB and maintain a focus on self-development, seeking feedback and opportunities for growth to help carry out the specific role requirements.


Drive & Commitment to Public Service Values: Develop, manage and implement an ETB-wide framework approach to the delivery of further education and training provision and service.

Salary Scale attached to the post is as follows: €49,366 to €73,674 with effect from the 1st July, 2013.
Health
A candidate for, and any person holding, the office must be fully competent and capable of undertaking the duties attached to the office and be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.

Character
A candidate for the office must be suitable on the grounds of character.

Eligibility to compete
Citizenship Requirement:
Candidates should note that eligibility to compete is open to citizens of the European Economic Area (EEA). The EEA consists of the Member States of the European Union along with Iceland, Liechtenstein, Norway, Switzerland and Norway. Citizens of non-European Economic Area (EEA) States are not eligible to compete.

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 or the same sector. Therefore, such retirees may not apply.

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 moneys.  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.

Department  of  Environment,  Community  &  Local  Government  (Circular  Letter  LG  (P)
06/2013)
The Department of Environment, Community & Local Government Circular Letter LG (P)

06/2013 introduced a Voluntary Redundancy Scheme for Local Authorities. In accordance with the terms of the Collective Agreement: Redundancy Payments to Public Servants dated 28 June

2012 as detailed above, it is a specific condition of that VER Scheme that persons will not be eligible for re-employment in any Public Service body [as defined by the Financial Emergency Measures in the Public Interest Acts 2009 – 2011 and the Public Service Pensions (Single Scheme and Other Provisions) Act 2012] for a period of 2 years from their date of departure under this Scheme. Thereafter, the consent of the Minister for Public Expenditure and Reform will be required prior to re-employment. These conditions also apply in the case of engagement/employment on a contract for service basis (either as a contractor or as an employee of a contractor).

Collective Agreement: Redundancy Payments to Public Servants
The Department of Public Expenditure and Reform letter dated 28th June 2012 to Personnel
Officers introduced, with effect from 1st June 2012, a Collective Agreement which had been
reached between the Department of Public Expenditure and Reform and the Public Services Committee of the ICTU in relation to ex-gratia Redundancy Payments to Public Servants. It is a condition of the Collective Agreement that persons availing of the agreement will not be eligible for re-employment in the public service by any public service body (as defined by the Financial Emergency Measures in the Public Interest Acts 2009 – 2011) for a period of 2 years from termination of the employment. Thereafter the consent of the Minister for Public Expenditure and Reform will be required prior to re-employment. People who availed of this scheme and who may be successful in this competition will have to prove their eligibility (expiry of period of non-eligibility) and the Minister’s consent will have to be secured prior to employment by any public service body.

Declaration

Applicants will be required to declare whether they have previously availed of a public service scheme of incentivised early retirement and/or the collective agreement outlined above. 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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THE SELECTION PROCESS

Completing the Application Form

Applications must be made on the official application form and all sections of the form must be fully completed.

Closing Date

The completed application form must be forwarded in the [preaddressed envelope] provided to Finola Furey, Head of Human Resources, Donegal ETB Administration Offices, Ard O’Donnell, Letterkenny, Co. Donegal, F92 DP98 not later than 12:00 noon on Friday, 18th November, 2016  
An application form sent by post should be posted in sufficient time to ensure delivery by this deadline. 

Selection Methods

These may include:

· shortlisting of candidates on the basis of the information contained in their application to reduce the list of candidates to a more manageable number for interview;

· competitive interview (or interviews) which may also include a presentation by the candidate;

Shortlisting

In the event of a shortlisting exercise being employed an expert board will examine the application forms and assess them 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 on the application form.

Proposed Draft Appointment Table:

	Friday, 4th November, 2016
	Position advertised on the website www.donegaletb.ie


	Sunday, 6th November, 2016
	Position advertised in the Sunday Independent



	Friday, 11th November, 2016
	Position advertised in the Irish Times (Friday)



	Friday, 18th November, 2016


	Closing date for receipt of completed application forms

	Monday, 21st November, 2016 to Friday, 16th December, 2016
	Processing of Application Forms, Shortlisting of applicants, if necessary.  Interviews arranged.  Interviews Held / Possible 2nd Interview and outcome of interviews communicated to applicants




