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Galway City Council
Comhairle Cathrach na Gaillimhe

				 INFORMATION BOOKLET 

 FOR THE POSITION OF 
SENIOR HOUSING ESTATE LIAISON OFFICER 


Completed Applications including both Section 1 and Section 2 should be 
posted / delivered to:

HUMAN RESOURCES DEPARTMENT,
Galway City Council, 
City Hall, 
College Road, 
Galway.
H91 X4K8


	Applications may also be emailed to hr@galwaycity.ie please ensure to populate the subject bar with ‘Senior HELO - Application Form’

	CLOSING DATE FOR RECEIPT OF COMPLETED APPLICATIONS:	
	
	4.00 P.M. Friday 4th March, 2022. 






IMPORTANT CHECKLIST

	Please check the following points before sending this form:  

· All application forms must be submitted, fully completed (i.e Section 1 & Section 2) and inclusive of all the requested documentation by 4.00 pm on Friday 4th March, 2022. All incomplete applications will be returned as invalid after the closing date and will not be included in the competition.

· All information must only be provided on the formal application form. Additional information via Curriculum Vitae will not be considered.  

· Ensure that your application form is completed in typed format and you have answered all questions fully.  

· Email Applications:  The completed application form, along with scanned copies of relevant Educational Qualifications (essential) & Driving Licence (essential) must be submitted via email to hr@galwaycity.ie  by 4.00pm, Friday 4th March, 2022.   Please ensure subject bar of email states ‘Senior HELO - Application Form’

· [bookmark: _GoBack]Postal/Delivered Applications:  The completed application form can be submitted by post/delivered and must include 4 Copies i.e. 1 original & 3 copies of the application form, along with 4 copies of relevant Educational Qualifications (essential) & Driving Licence (essential) and must be submitted by 4.00pm, Friday 4th March, 2022.   

· Original certificates will be required prior to any appointment.  Applications submitted that do not meet the requirements as outlined will be deemed invalid, will be returned to the candidate and will NOT included in the next stage of competition.

· Please note that a previous submission of relevant Education Qualifications and Driving Licence to this office will not suffice as fulfilling the current application requirements.   

· Applications will be short-listed on the basis of the information provided on the application form and therefore you should ensure that you have fully completed your application and all documentation requested is submitted.

· Candidates should allow sufficient time to ensure delivery is not later than the latest time for acceptance.  The responsibility rests with the applicant to ensure the application form, in full, is received on time by the Human Resources Department, Galway City Council.  

· Please notify the Human Resources Department of any change of address.  Please ensure that you include a current valid contact number on your application form.

· Claims that any application form or letter relating to it has been lost or delayed in the post will not be considered unless a Post Office Certificate of posting is produced in support of such claims.  The responsibility to make contact with An Post regarding any delays rests with the applicant.




______________________________________________________________
POSITION OF SENIOR HOUSING ESTATE LIAISON OFFICER  
JOB DESCRIPTION	__________________________________________________________________________________

The Senior Housing Estate Liaison Officer will report to the Director of Services for Housing, Environment & Climate Change, Recreation & Amenity, or such officer of Galway City Council, the Chief Executive or Director of Service may designate for this purpose. 

The holder of the post will perform a range of duties as may be assigned from time to time including the facilitation, implementation and promotion of the policies and objectives of Galway City Council Housing Department. The post holder will manage and lead the Estate Management Team in the Housing Department. The Senior Housing Estate Liaison Officer will manage a number of specific areas with a degree of sharing and overlap of responsibilities with other members of the team. 

Duties will include development and implementation of estate management policies and procedures, liaison with Travellers and Traveller representative groups, leading Galway City Council’s estate management team and its range of statutory and non-statutory functions, managing anti-social behaviour issues and encouraging greater participation by residents in the management and maintenance of housing estates.


Duties shall include but are not limited to:

· Develop the Estate Management function within Galway City Council;
· Manage and supervise a team of Housing Estate Liaison Officers;
· Manage the implementation of Galway City Council’s Anti-Social Behaviour Policy, Estate Management Strategy and elements of the Traveller Accommodation Programme;
· Develop and implement the Council’s policy and procedures in relation to control of dogs, control of horses and illegally parked caravans etc.;
· Develop and implement the Council’s policy in relation to management of Traveller specific accommodation;
· Manage Tenancy Agreement compliance matters, including investigating complaints relating to breach of tenancy agreements and anti-social behaviour;
· Represent the Council in court and legal proceedings, as required;
· Participate in multi-agency case conferences in relation to Traveller accommodation and resettlement programmes;
· Facilitate training and supports for residents to ensure greater participation in estate management and development of estate based projects;
· Prepare and implement, in conjunction with residents associations, action plans and projects for improvements in estate management;
· Organise and facilitate consultation process in relation to various local authority projects affecting residents;
· Advise and report in relation to transfer of tenants;
· Manage liaison between tenants and Galway City Council and other statutory and voluntary agencies including Gardaí, HSE, Department of Social Protection, Education bodies, Probation and Welfare Services, Community based family support services, Voluntary Housing Bodies, Voluntary Groups including Community Groups;
· Manage liaison with other relevant departments in Galway City Council to ensure that the needs of local authority housing estates/accommodation/Traveller accommodation are brought to the attention of the relevant department;
· Identify and initiate pilot participation and community engagement projects in estates;
· Maintain records and provide reports on Estate Management issues to the local authority;
· Undertake training as and when required;
· Any other duties as may be assigned.





















____________________________________________________________________
QUALIFICATIONS FOR THE POST OF SENIOR HOUSING ESTATE LIAISON OFFICER 
____________________________________________________________________

1. Character: 
Candidates shall be of good character

2. Health: 
Each candidate must be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.  Selected candidates may be required to undergo an initial medical examination, and any further medical examinations required during his/her employment as a Senior Housing Estate Liaison Officer with a qualified medical practitioner to be nominated by the Local Authority.  

3.	Education, Training, Experience, Etc.:
Each candidate must, on the latest date for receipt of completed application forms –

(a) possess a good standard of education,
(b) satisfactory knowledge and/or experience of working with community groups and/or resident's associations,
(c) a third level degree in community development, social housing or similar, is desirable but not essential,
(d) strong interpersonal, communication, organisational and negotiating skills,
(e) ability to work on own initiative and as part of a team where necessary,
(f) a satisfactory knowledge of the background to and policies governing the provision of social housing, estate management and tenancy participation,
(g) awareness/understanding of issues regarding estate management,
(h) ability to work in direct contact with a diverse range of agencies/bodies.



















The following are the Key Competencies for the post of 
Senior Housing Estate Liaison Officer

	



Problem Solving & Decision Making
	· Gathers and analyses information from relevant sources, whether financial, numerical or otherwise weighing up a range of critical factors;
· Takes account of broader issues, agendas, sensitivities and related implications when making decisions;
· Uses previous knowledge and experience in order to guide decisions;
· Uses judgement to make sound decisions with a well reasoned rationale and stands by these;
· Puts forward solutions to address problems.

	



Management & Delivery of Results
	· Takes responsibility and is accountable for the delivery of agreed objectives; 
· Successfully manages a range of different projects and work activities at the same time;
· Structures and organises their own work and work of others effectively; 
· Is logical and pragmatic in approach, delivering the best possible result with the resources available; 
· Delegates work effectively, providing clear information and evidence as to what is required;
· Practices and promotes a strong focus on delivering high quality customer for all stakeholders.

	


Personal Effectiveness

	· Initiative and creativity in conducting the role;
· Enthusiasm and positivity about the role; 
· Resilience and Personal Well-Being 
· Personal motivation;
· Commitment to integrity and good public service values; 
· Knowledge of current local government issues and strategic direction of local government. 

	



Communicating Effectively
	· Deals with all relevant stakeholders in an professional, effective and efficient manner; 
· Has effective verbal and written communication skills;
· Has strong interpersonal and negotiating  skills;
· Treats others with respect, diplomacy, tact and courtesy even in challenging circumstances; 
· Expresses themselves in a clear and articulate manner. 
· Presents information clearly, concisely and confidently when speaking and in writing.

	

Relevant Knowledge and Experience
	· Displays a high level of skill and expertise relevant to the position.
· Understanding the structures and environment within which the local authority sector operates and the role of Senior Housing Estate Liaison Officer this context;
· Relevant experience to date;




___________________________________________________________________
PRINCIPAL CONDITIONS OF SERVICE
____________________________________________________________________

Type of Post 
Future relevant permanent/temporary posts will be filled from the panel formed.  The post(s) will be wholetime, permanent/temporary and pensionable.   Any such panel formed shall be one year in duration.  

Remuneration 
	
(Min) €49,530 to (Max) €56,478 with 1st LSI €58,489 & 2nd LSI €60,512 (Circular EL01/2022)

IMPORTANT NOTE:  Candidates should note that the starting salary is not subject to negotiation.   Entry into the pay scale above the minimum point will only apply to existing public servants in the context of the relevant Government Pay Circulars.   Candidates who are not covered by such Circulars will enter the pay scale at the minimum point i.e. €49,530.

The rate of remuneration may be adjusted from time to time in line with Government pay policy. 

The holder of the office shall pay to the local authority any fees or other monies (other than his/her inclusive salary) payable to and received by him/her by virtue of his/her office or in respect of services which he/she is required by or under any enactment to perform.

PROBATION:
(a) there shall be a period after such appointments take effect during which such persons shall hold the position on probation,
(b) such period shall be 12 months but, the Chief Executive may at his or her discretion extend such period,
(c) such persons shall cease to hold the position at end of the period of probation unless during such period, the Chief Executive has certified that the service of such persons is satisfactory.

HOURS OF DUTY 
The person appointed will be required to work a 37 hour week. The successful candidate will be required to log their hours of work in accordance with the requirements of the Organisation of Working Time Act, 1997 and will be required to co-operate with the use of technologies to record such hours.

Annual Leave:
The annual leave entitlement will be 30 days per annum.

Driving Licence:
A full clean driving licence is essential.  If necessary, the successful candidate will be required to provide his/her own transport. Expenses incurred in work related travel will be recompensed in line with departmental circulars.  


Garda Vetting:
The successful applicant may be required to undergo Garda Vetting prior to appointment.

Superannuation Contribution: 
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 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 the State Pension Contributory).

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 & Children’s Scheme
All persons who become pensionable officers of a local Authority are required, in respect of the Local Government (Spouses and Children’s Contributory Pension) Scheme, 1986, to contribute to the local authority at the rate of 1.5% of net pensionable remuneration (i.e. pensionable remuneration less twice the annual rate of State Pension contributory) in accordance with the terms of the Scheme.

New Entrants From 1st January 2013 – Single Public Services Pension Scheme
FOR NEW ENTRANTS recruited on or after 1st January, 2013 as well as former public servants returning to the public service after a break of more than 26 weeks.  The Public Service Pensions (Single Scheme and Other Provisions) Act 2012 applies to your employment. Members of this Scheme are required in respect of superannuation to contribute at the rate of 3% of pensionable remuneration plus 3.5% of net pensionable remuneration (i.e. pensionable remuneration less twice the annual rate of State Pension contributory) and you are liable to pay the Class A rate of PRSI contribution.

Retirement Age: 
Retirement age will be determined on previous Public Sector Service (if any) and will be advised on appointment.

Former Public Service Employees 
Eligibility to compete may be affected where applicants were formerly employed by the Irish Public Service and previously availed of an Irish Public Service Scheme including:
1. Incentivised Scheme for Early Retirement (ISER)
1. Department of Health and Children Circular (7/2010) 
1. Collective Agreement: Redundancy Payments to Public Servants 

Applicants should ensure that they are not precluded from re-engagement in the Irish Public Service under the terms of such Schemes.  This is a non-exhaustive list and any queries should be directed to the applicant’s former Irish Public Service Employer in the first instance.  

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.

Offer of Appointment 
Galway City Council shall require persons 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 they fail 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 them. 

All appointments are subject to receipt of satisfactory references and candidates may be required to produce documentary evidence of qualifications or experience claimed in their applications.

____________________________________________________________________
FORMAT OF THE COMPETITION 
____________________________________________________________________

Applications must be made on the official application forms and all sections must be completed in full. When completing the application form accuracy is essential as it will be used as a computer input document.  The information you supply in the application form will play a central part of the short listing process.  Galway City Council’s decision to include you on the shortlist of candidates going forward to stage two 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, Galway City Council consider that it would be reasonable not to admit all the persons to the competition, Galway City Council may admit to the competition only persons who appear likely to them to attain in the competition a standard sufficient for selection and recommendation for appointment.

The admission of a person to a competition, or invitation to attend an interview, is not to be taken as implying that Galway City Council are 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 Galway City Council will not be responsible for refunding any expenses incurred.

The competition may consist of a two-stage process:
1. Short-listing
2. Competitive interview 

Galway City Council may at their discretion require candidates to attend a preliminary interview in which case admission to the competitive interview would be conditional on candidates reaching such a standard as Galway City Council considered appropriate in the preliminary interview. 
Interviews shall be conducted by Board(s) set up by Galway City Council.  The Board(s) will assess the merits of candidates (except insofar as they are assessed otherwise) in respect of matters referred to in the prescribed Qualifications and any other relevant matters. Before making its final assessment a Board may recall a candidate for further questioning.  Any such further attendance shall be regarded as part of the interview.  Only candidates who reach such a standard as Galway City Council consider satisfactory in the competitive interview shall be considered for selection.


Before being recommended for appointment candidates shall satisfy Galway City Council that they possess the requisite knowledge and ability (including a high standard of suitability and where administrative experience is a requirement, that the candidate possess experience at an appropriate level) for the proper discharge of the duties of the position.  Galway City Council may, at their discretion, select and recommend another person(s) for appointment on the results of this competition if the person recommended for appointment does not accept the appointment or, having accepted it, relinquishes it or if an additional vacancy arises.  The onus is on all applicants to make themselves available for the obligatory test(s) on the date(s) specified by Galway City Council and to make whatever arrangements are necessary to ensure that they receive communications sent to them at the address specified on their application form. 

Canvassing will disqualify.

Galway City Council is an equal opportunities employer 








































____________________________________________________________________
GENERAL INFORMATION
____________________________________________________________________

Galway City Council will not be responsible for any expense, including travelling expenses, candidates may occur in connection with their candidature.

Closing Date:
The completed application form must be posted/delivered so as to reach the Human Resources Department, Galway City Council, City Hall, College Road, Galway, not later than 4pm on Friday 4th March, 2022.  Claims that any application form or letter relating to it has been lost or delayed in the post will not be considered unless a Post Office Certificate of posting is produced in support of such claims.  The responsibility to make contact with An Post regarding any delays rests with the applicant.

Deeming of Candidates to be Withdrawn:
Candidates who do not attend for interview or other test when and where required by Galway City Council, or who do not, when requested, furnish such evidence as Galway City Council require in regard to any matter relevant to their candidature, will have no further claim to consideration.

Data Protection Acts 1988 – 2018 and General Data Protection Regulation:
When your application form is received, we create a computer record in your name, which contains much of the personal information you have supplied.  Should your name come under consideration for a post, a manual file will then be created.  The personal records are used solely in processing your candidature.  Such information held on computer is subject to the rights and obligations set out in the General Data Protection Regulations.

Sharing Information: Outside of the relevant recruitment team, the information provided in your application form (i.e. Section 1 & Section 2) will only be shared for progressing the competition for which you have applied for, with a designated short‐listing and/or interview board.


Confidentiality:
Subject to the provisions of the Freedom of Information Act, 1997 and 2003; applications will be treated in strict confidence.




NOTE: PLEASE RETURN ONLY THE APPLICATION FORM AND RETAIN THE INFORMATION BOOKLET FOR YOUR OWN RECORDS.
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