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Galway City Council
Comhairle Cathrach na Gaillimhe


CANDIDATE INFORMATION BOOKLET 

PLEASE READ CAREFULLY

Environmental Awareness Officer
(Three-Year Fixed Term Contract)





[bookmark: _Hlk138320373][bookmark: _Hlk137109097]CLOSING DATE FOR RECEIPT OF COMPLETED APPLICATIONS:
[bookmark: _Hlk135745576]
[bookmark: _Hlk141360741]4.00pm Monday 4th September 2023

_______________________________________________________________________________________
Contact:
Human Resources Department
Galway City Council
City Hall
College Road
Galway
H91 X4K8

Email: recruitment@galwaycity.ie
Telephone Number: 091-536596
_______________________________________________________________________________________
[bookmark: _Hlk137112630]


[bookmark: _Hlk137109187]	IMPORTANT CHECKLIST

[bookmark: _Hlk138320391]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 4.00pm Monday 4th September 2023. 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 & Drivers licence must be submitted via email to recruitment@galwaycity.ie  by 4.00pm Monday 4th September 2023. Please ensure subject bar of email states “Environmental Awareness Officer - Application Form”

· 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 must be submitted by 4.00pm Monday 4th September 2023.

· 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 be included in the next stage of competition.

· Please note that a previous submission of relevant Education Qualifications 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 and current email address 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.




	JOB DESCRIPTION

[bookmark: _Hlk137468703]
The objective of Galway City Council’s environment work programme is to protect, enhance and conserve the natural environment of our city, to develop a culture of no litter and no pollution and to promote sustainable use of our resources.  A key enabler to achieving this objective is raising awareness of environmental issues through a targeted and interactive environmental education programme. 

Galway City Council now invites applications from suitably qualified and experienced individuals to undertake the role of Environmental Awareness Officer, on a three year fixed term contact, to assist the Council in achieving its key objective through education, awareness, promoting conservation and sustainability and enhancing the public’s enjoyment of the environment through teaching and interpreting the natural world.

The duties of the Environmental Awareness Officer are to perform, under the direction and supervision of the appropriate Supervisor/Line Manager or other officer as designated by the relevant Director of Service/Chief Executive, such duties as may from time to time be assigned to you in relation to your employment and as may be appropriate to any particular function of any local authority for which the Chief Executive is responsible and carry out such instructions as may be given in relation to the performance of duties. 
DUTIES AND RESPONSIBILITIES




These duties include but are not limited to:
1. Promoting Galway City Council environmental policies and plans including waste management, litter management and environmental action plans, pollution prevention, conservation, climate change and protection of amenities. 
2. Actively engage in promotion of the All Ireland Pollinator Plan under Actions 21 to 28 of the Plan.
3. Work as part of the Council’s environment team and as part of the Council generally in the development of relevant policies and plans for the protection of the city’s environment including climate change. 
4. Researching, developing & delivering education programmes and resources for schools, community/other groups as required. 
5. Liaise with other public sector organisations, the private sector and voluntary/community groups in regard to specific initiatives to promote environmental awareness and education. 
6. Dissemination of information on the environment. 
7. Active promotion of the City Council’s environmental campaign to the target audience through public information sessions, leaflets, newsletters, website, social media or other avenues as appropriate. 
8. Dealing with the media, including the writing of speeches, press release, radio interviews and radio advertising campaigns etc.
9. General promotional work including publicity briefings and information seminars/workshops. 
10. Promote the involvement of schools in environmental awareness programmes through regular direct contact with teachers and students. 
11. Provision of information and advice to all stakeholders in relation to energy conservation and climate change matters
12. Perform such other duties as may be assigned from time to time by the Director of Services or as delegated.
13. Managing Budgets and resources of Environmental Awareness
14. Promotion of good practice and dissemination of information on protection of natural waters, and river basin catchment management, pollution control, heritage issues, planning and conservation, active travel and the promotion of sustainable energy structures, technologies and practices.
15. Attending events and meetings outside normal working hours (such as evenings and weekends)












	QUALIFICATIONS FOR THE POST




1. Character
		Candidates shall be of good character.

2. [bookmark: _Hlk137111157]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. 

3. Citizenship: 
Candidates must, by the date of any job offer, be:
i. A citizen of the European Economic Area (EEA). The EEA consists of the Member States of the European Union, Iceland, Liechtenstein and Norway; or
ii. A citizen of the United Kingdom (UK); or
iii. A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the free movement of persons; or
iv. 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
v. 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
vi. 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, Experience, etc.
Each candidate must, on the latest date for receipt of completed application forms,-
a) Have satisfactory experience at a level not lower than that of Assistant Staff Officer or at least two years satisfactory experience in a post of Clerical Officer or in an analogous post.
b) Have reached a standard of education sufficient to enable him/her to carry out the duties assigned to him/her satisfactorily. A third level (Degree) qualification in a related Environment, Science, Geography, Teaching, Marketing, Public Relations or Business discipline while not essential would be desirable.
c) Have a broad knowledge & understanding of environmental issues at a local, national and EU level.
d) Have excellent communication skills, interpersonal, presentation, organisational, report writing, analytical and IT skills, with a proven ability to work to tight deadlines and a capacity to foster a positive working relationship with colleagues and external stakeholders.
e) Hold a current full driving licence in respect of category B vehicles or equivalent in the EU Model Driving Licence on the latest date for the receipt of completed applications.
[bookmark: _Hlk137111302]It is desirable but not essential that each candidate must, on the latest date for receipt of completed application forms,-
· Have at least 3 years satisfactory experience in an environmental, marketing or public relations discipline to include experience in environmental awareness, waste management, sustainable development goals, biodiversity and climate action;
· Possess excellent communication & presentation skills and experience in public awareness, stakeholder engagement and media management. 
· Possess financial management skills including experience in preparing and managing budgets 
· Possess experience in managing/facilitating working groups, research groups, workshops, public consultation events in the environmental area

*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, overseas 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 of Environmental Awareness Officer are given 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. 
	Competencies:

	Delivering Results 


	· Takes ownership of tasks and is determined to see them through to a satisfactory conclusion. 
· Is logical and pragmatic in approach, setting objectives and delivering the best possible results with the resources available through effective prioritisation. 
· Constructively challenges existing approaches to improve efficient service delivery.
· Accurately estimates time parameters for project(s), making contingencies to overcome obstacles.
· Minimises errors, reviewing learning and ensuring remedies are in place.
· Maximises input in ensuring effective delivery of results.
· Manages the allocation, use and evaluation of resources to ensure efficient delivery of objectives. 

	Interpersonal & Communication Skills


	· Modifies communication approach to suit the needs of a situation/audience. 
· Actively listens to the views of others.
· Liaises with other groups/stakeholders to gain co-operation. 
· Negotiates, where necessary, in order to achieve a satisfactory outcome.
· Is assertive and professional in dealing with challenging issues.
· Expresses self in a clear and articulate manner when speaking and in writing.

	Specialist Knowledge & Expertise 
	· Displays a high level of skill/expertise in own area.
· Has a clear understanding of the role.  
· Displays experience in managing/facilitating work groups, research groups, workshops, public consultation events in the environmental area. 

	Personal Effectiveness


	· Keeps up to date with current developments, trends and best practice in their area of responsibility.  
· Demonstrates the required specialist knowledge understanding and training for the role.
· Takes initiative and seek opportunities to exceed goals.
· Displays sound judgement in decision making. 
· Manages time and workload effectively and operates in an environment with significant complexity and pace. 
· Maintains a positive, constructive and enthusiastic attitude to their role.




PRINCIPAL CONDITIONS OF SERVICE



Type of Post 
A panel will be formed from which future relevant temporary posts will be filled during the lifetime of the panel.  The post will be temporary, wholetime and pensionable. The initial placement is on a three-year fixed term contract basis.

Remuneration 
[bookmark: _Hlk136508266]The annual salary which is analogous to the post of Staff Officer, Grade V (Circular Letter EL 01/2023) is as follows:

	Point
	01/03/2023

	1
	€47,339

	2
	€48,811

	3
	€50,285

	4
	€51,761

	5
	€53,248

	LSI 1
	€54,981

	LSI 2
	€56,721



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.€47,339

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 their inclusive salary) payable to and received by them by virtue of their office or in respect of services which they are 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 
[bookmark: _Hlk138179671]The person appointed will be required to work a 35 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.


Residence:
Holder of the post shall reside in the district in which their duties are to be performed or within a reasonable distance thereof.

Outside Employment:
The position is whole-time and the employee may not engage in private practice or be connected with any outside business which would interfere with the performance of official duties. 

Driving Licence:
A full clean driving licence is required. The successful candidate will be required to provide their 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.























[bookmark: _Hlk137111928]	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 (Desktop and/or Interview)
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 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. 

Galway City Council reserves the right to conduct interviews (Shortlisting and/or Final Interviews) through a virtual platform i.e. Microsoft Teams.







GENERAL INFORMATION

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

[bookmark: _Hlk137112102]Closing Date:
The completed application form must be posted/delivered/emailed so as to reach the Human Resources Department, Galway City Council, City Hall, College Road, Galway, not later than 4.00pm Monday 4th September 2023. 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.

[bookmark: _Hlk137112111]Galway City Council is an equal opportunities employer. 

Canvassing will automatically disqualify.

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