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General Information
POST:
Director (Centre Manager) – Gartan Outdoor Education & Training Centre
CAPACITY: 
Permanent wholetime
LOCATON:
Gartan Outdoor Education and Training Centre
EFFECTIVE FROM:
          1st September, 2017
Gartan Outdoor Education & Training Centre and the Gartan Estate. 

Gartan Outdoor Education & Training Centre is situated on 87 acres of land on the shores of Gartan Lough, which
is approximately 18 kilometres from Letterkenny in Co. Donegal. 
The Centre offers a wide ranging programme of Outdoor Education courses, including syllabus based courses, 
both locally and further afield. The Centre is a key aspect of Donegal ETB’s education service.

The Centre has developed on a phased basis, offering the facilities required of a leading Outdoor Education and Training Centre in an excellent setting and location. A plan for the appropriate development of Gartan Estate is currently being developed in outline form, providing great scope and potential for the Centre. Gartan OETC is located within a very short distance of Glenveagh National Park, which comprises of 25,000 acres of Donegal highland wilderness, and is a magnet for tourism development in Donegal and the North West of Ireland in general.

Leadership and Management
· The Director (Centre Manager) will be expected to discharge effective responsibility for the overall operation and 
management of the Gartan Estate and the Gartan Outdoor Education & Training Centre. 

· This challenging post is one which will demand a mixture of many skills and in particular the skills of
leadership.

· The Director (Centre Manager) will lead the staff of the centre in providing a quality provision for the customers, school children, youths and adults, including those from other European countries.

· All aspects of Management of the Centre with particular reference to the areas of:- 
(i) Financial Management, Control and Administration 
(ii) 
Safety and Operations Management
(iii) 
Educational Leadership and Programme Development for the Outdoors

(iv)   
Staff Management and Planning 
(v)    
Marketing, Promotion and Recruitment
Marketing Attributes

· The Director (Centre Manager) will be expected to lead on the promotion of the Centre and the various
 activities provided. The progression of an efficient and effective online booking and payment system will
 be part of the role.
· Preparations of submissions for funding and generation of revenue from Centre use/sponsorship
 will be an essential element of the Director (Centre Manager)’s Role.
· The Director (Centre Manager) will be expected to lead and guide the Centre and the Estate in its
 further development as a recognised location of excellence for Outdoor Learning, Environmental
Education and Adventure Sports Training for the education sector, and additionally tourism
and corporate sectors.
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Job Description

___________________________________________________________ 

            Director (centre Manager) – Gartan Outdoor EDUCATION AND Training Centre –

              ROLE Description:
The Director (Centre Manager) will be responsible, under the direction and guidance of the Director of Schools/Chief Executive, for the planning, organising, delivery, control, management and co-ordination of the efficient operation of Gartan Outdoor Education and Training Centre and Gartan estate.
Duties and Responsibilities:
1. Complying with all lawful instructions of the Board and its Chief Executive and with the 
      Regulations of the Minister for Education & Skills and in general, to carry out any duties
               properly assignable to the appointee;
2. Overall responsibility for running the Centre and Estate including management of budgets
3. The organisation and running of various courses/programmes/activities in consultation with the 
Director of Schools/Chief Executive
4. The marketing  and promotion of the activities  and programme on offer at the Centre
5. The supervision, safety and welfare of visiting groups
6. Liaison with schools/youth organisations wishing to develop Outdoor Education as part 
               of their programme
7. Advising schools on preparation and follow-up activities
8. Responsibility for the administration of the Centre and the maintenance of records

9. Ensuring that all members of the staff under the control of the appointee are fully 
               and usefully employed and that they carry out the duties assigned to them
10. Compliance with  the National Vetting Bureau regulations for newly appointed employees

11. Compliance with relevant Health and Safety regulations pertaining to the provision of all aspects of the
Educational and training programmes of the centre

12.  Any other duties which the Board may consider necessary for the development of the
                Centre from time to time.
Person Specification

EXPERIENCE & QUALIFICATIONS
	
	Essential
	Desirable

	Qualification
	(a) A degree of a recognised awarding authority in areas relevant to Outdoor Education and Learning


and

(b)
A qualification or proven record in the Management areas involved




and
 (c)     a minimum of Level 3, National

          Governing Body qualification ,

          in at least two major areas of

          adventure sports, land and 
          water based 

	 

	Communications
	Good oral and written communication
skills
	

	IT Skills
	Good ICT and administration skills
	

	Adventure Sports 
	
	NGB Approved provider for leader/instructor training in a number of disciplines

	Access to Car
	Full clean driving licence and access 
to car
	Minibus “D” Licence 

	Flexible Working
	Willingness to work flexible hours
outside of normal office hours
	

	Gaeilge
	
	Tá sé inmhianaithe go mbeadh ar
chumas an té a cheapfar dualgais an
phoist a chomhlíonadh trí na Gaeilge.



	Experience
	Applicants should have significant experience or training appropriate to the management of Outdoor Learning/Adventure Education programmes 
	

	Competencies
	Leadership

· Is flexible and willing to adapt, positively contributing to the implementation of change

· Contributes to the development of policies in own area and the broader Centre/Organisation

· Seeks to understand the implications of taking a particular position on issues and how interdependencies need to be addressed in a logical and consistent way

· Maximises the contribution of the team, encouraging ownership, providing support and working effectively with others
· Formulates a perspective on issues considered important and actively contributes across a range of settings
Interpersonal & Communication Skills
· Communicates  in a fluent, logical, clear and convincing manner verbally and in writing 
· Is able to listen effectively and develop a two-way dialogue quickly 
· Maintains a strong focus on meeting the needs of internal and external customers 
· Effectively influences others to take action
· Works to establish mutual understanding to allow for collaborative working 
· Works effectively
· Can contribute to networks relevant to the wider work of the OETC
Analysis and Decision Making 
· Is skilled in policy analysis and development, challenging the established wisdom and adopting and open-minded approach

· Quickly gets up to speed in a complex situation, rapidly absorbing all relevant information/data (written and oral)

· Uses numerical data skilfully to understand and evaluate business issues

· Identifies key themes and patterns in and across different sources of information, drawing sound and balanced conclusions

· Sees the logical implications of taking a particular position on an issue
· Is resourceful and creative, generating original approaches when solving problems and making decisions
Management and Delivery of Results 

· Assumes personal responsibility for and delivers on agreed objectives/goals 

· Manages and progresses multiple projects and work activities successfully

· Accurately estimates time parameters for projects and manages own time efficiently, anticipating obstacles and making contingencies for overcoming these

· Maintains a strong focus on meeting the needs of customers at all times 

· Ensures all outputs are delivered to a high standard and in an efficient manner
· Use resources effectively, at all times challenging processes to improve efficiencies
Specialist Knowledge, Expertise and Self Development 

· Clearly understands the role, objectives and targets and how they fit into the work of Gartan Centre and the organisation 

· Develops the expertise necessary to carry out the role to a high standard and shares this with others

· Is proactive in keeping up to date on issues and key developments that may impact of own area, the Department and/or wider public service

· Consistently reviews own performance and sets self-challenging goals and targets
· Has significant expertise in his/her field that is recognised and utilised by colleagues
· Has particular knowledge and understanding and commitment to the Health and Safety legislative framework  in which Donegal ETB operates and can implement same in the context of the Centre’s work
 Drive and Commitment 

· Consistently strives to perform at a high level

· Maintains consistent effort under pressure and is resilient to criticism or setbacks at work

· Demonstrates  high levels of initiative, taking ownership for projects and demonstrating self sufficiency 

· Is personally trustworthy and can be relied upon

· Places the citizen at the heart of all process and systems
· Upholds the highest standards of honesty, ethics, integrity and professionalism


The Director (Centre Manager) will be responsible and report to the Board through the Director of School/Chief Executive 
and to any such Management Committee as may be established by or at the behest of the Board.

Salary Scale
Outdoor Education Centre - Director Scale   €59,204 - €69,221
Placement on the appropriate point of scale will be determined by Donegal ETB in accordance with Department of Education & Skills regulations.

Hours of Attendance

(a) The hours of work are dependent on the level of activity in the centre and will normally
be 39 hours per week.  The centre will be open normally all year, but not less
than 44 weeks and will be in use during the school holiday periods.

(b) The person appointed will be required to be available for duty at weekends and in the 
evenings.

(c) Sick leave and special leave may be allowed in accordance with the conditions
in force under schemes of Education & Training Board.

 Annual Leave

 Leave will be related to the operation of the Centre and will be not less than 30 annual leave 
 days per annum (6 weeks). At least 20 of these days will be taken during the season of least activity 
 in the Centre.

Place of Residence
The Director (Centre Manager) must reside in the neighbourhood of the Centre unless in exceptional circumstances
an alternative arrangement is authorised by the Board.
Attendance at Courses
The Board may require the Director (Centre Manager) to attend courses and conferences which 
are considered appropriate.

Extern Work

The person appointed will be required to devote his/her entire time to the duties of his/her office 
and must not accept any other paid employment without prior written consent of the Board. 

