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Galway City Council
Comhairle Cathrach na Gaillimhe
				
       APPLICATION BOOKLET 
CRAFTWORKER – MECHANIC FITTER

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

	Application form inclusive of all other required documentation may also be emailed to recruitment@galwaycity.ie as ONE SINGLE PDF or WORD document (not individually scanned documents). Please ensure to populate the subject bar with ‘Craftworker – Mechanic Fitter Application Form’. 

	CLOSING DATE FOR RECEIPT OF COMPLETED APPLICATIONS:

	4:00pm Tuesday 11th April 2023
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PART 1


INFORMATION 
BOOKLET

CRAFTWORKER – MECHANIC FITTER













 IMPORTANT CHECKLIST

Please check the following points before sending this form:  

· All application forms must be submitted, fully completed and inclusive of all the requested documentation by 4.00 pm Tuesday 11th April 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 & Driving Licence & Safe Pass (All Essential)  must be submitted via email to recruitment@galwaycity.ie  as ONE SINGLE PDF or WORD document (not individually scanned documents) by 4.00 pm Tuesday 11th April 2023. Please ensure subject bar of email states “Craftworker Mechanic Fitter- 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 & Driving Licence & Safe Pass must be submitted by 4.00 pm Tuesday 11th April 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 included in the next stage of competition.

· Please note that a previous submission of relevant Education Qualifications and Driving Licence & Safe Pass 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.



___________________________________________________________
POSITION OF CRAFTWORKER – MECHANIC FITTER
	_______________________________________________________________________________
The duties of a Craftworker – Mechanic Fitter are to perform, under the discretion and supervision of the appropriate Supervisor, such duties as may from time to time be assigned 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. 

These duties include:

· Undertake full inspection of Galway City Council’s fleet on a periodic basis including light and heavy commercial vehicles, grass cutting equipment/machinery, excavators, trailors and electric vehicles/machinery.
· Service and maintain the fleet in accordance with manufacturers recommendations.
· Rectify defects reported on driver daily walk around inspections
· Carry out CVRT (or equivalent) preparation work on vehicles
· Understand diagnostics and fault finding with ability to identify faults.
· Perform various inspections, maintenance and repair work.
· Report on any defective machinery to the supervisor 
· Troubleshoot and correct mechanical, hydraulic, pneumatic and electrical problems.
· Repair components & fit new and manufactured parts. 
· Undertake preventative maintenance as required (e.g. applying lubricants, replenishing engine fluids etc.)
· Undertake other duties as assigned by appropriate supervisor (e.g. Repair of hydraulic systems, painting of vehicles, inflating tyres etc.)
· Perform welding and fabrication repairs on plant, vehicles  and machinery.
· Call out to site to assist with breakdowns/repairs when required.
· Record all relevant maintenance details including completing job cards etc.
· Maintain a clean & neat workspace and adhere to all Galway City Council’s policies and procedures.
· Attend training and upskilling as required.

Note: The above duties outline the main functions and responsibilities of the post of Craftworker – Mechanic Fitter and may be subject to change in the future.






___________________________________________________________________
QUALIFICATIONS FOR THE POST OF CRAFTWORKER – MECHANIC FITTER
____________________________________________________________________

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 Craftworker – Mechanic Fitter with a qualified medical practitioner to be nominated by the Local Authority.  

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 :

1. Must be fully qualified Mechanic/Fitter with written qualifications (FETAC Level 6 or equivalent).
2. Hold the National Craft Certificate or equivalent and have completed a recognised apprenticeship to the trade of Mechanic/Fitter
3. Have excellent interpersonal and communication skills, with proven ability to contribute to work as part of a team and on own initiative.
4. Possess good problem solving skills.
5. Must hold a Category B Driving Licence without any endorsements (HGV Class 1 and 2,  Licence Category C  and BE desirable). 
6. Hold a current Safe Pass Card.

7. Formal training in the safe use of trucks, use of MEWP’s and use of abrasive wheels desirable.
8. Skilled in welding and fabrication.
9. Possess an ability to work across a wide range of machinery with excellent working knowledge of light commercial vehicles, heavy duty trucks, agricultural machinery and attachments including lifting devices. 
10. Possess excellent working knowledge of the latest technology (e.g. handheld scanners and laptop) for diagnostics.
11. Possess a satisfactory knowledge and experience of Health & Safety legislation and have worked in a Health and Safety conscious environment, engaging with implementation of associated procedures.
12. Possess good ICT Skills
13. Possess 5 years post qualification experience in a similar role.

In the event of a short-listing 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.

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.  




















___________________________________________________________________
PRINCIPAL CONDITIONS OF SERVICE
____________________________________________________________________

Type of Post 
A panel will be formed from which future relevant permanent and temporary posts will be filled during the lifetime of the panel.  The post will be temporary/permanent, wholetime and pensionable.  Any such panel formed, will be one year in duration.

Remuneration 	
(Min) €716.44 to (Max) €834.92 gross per week (Circular EL 01/2023)

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.

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 their 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 39 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.

New appointees may be required to be available to attend emergency situations which may occur at evenings and at weekends, if applicable to the assigned Department. 

Annual Leave:
The annual leave entitlement will be 25 days per annum.

Driving Licence:
Candidates must possess a full current category B Driving Licence without any endorsements.  


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

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. 

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.






































_____________________________________________________________________
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 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 Tuesday 11th April 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 Act 1988:
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.

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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PART 2 


APPLICATION 
FORM 

CRAFTWORKER – MECHANIC FITTER

Candidates must submit a copy of all declared qualifications, a copy of Driving Licence and a copy of Safe Pass with their application forms.



	
For Official Use Only:   Reference Number:    _________________
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APPLICATION FOR THE POST OF CRAFTWORKER – MECHANIC FITTER
Section 1
_____________________________________________________
Applicant Personal Details:

	Surname:



	Forename (s):	


	Address for Correspondence Purposes (including Eircode):






	Home Telephone Number
	

	Work Telephone Number
	

	Mobile Number
	

	Email Address
	



Do you require any special facilities/arrangements for interview?
(If yes, please specify below)  
	







REFERENCES:
Please name two responsible persons, as referees, to whom you are well known but not related (at least one of the referees should be an existing or former employer).  Galway City Council will assume permission to contact referees unless the applicant has stated otherwise.

Please include Name, Job Title, Company/Organisation, Contact Details including email address if available for each Referee in the boxes below.

	Reference 1.












	Reference 2.






If successful, what period of notice are you required to give in your present employment: 
	






Please indicate where you learned about this job vacancy. 
	









[image: ]				Comhairle Cathrach na Gaillimhe
Galway  City Council

ACKNOWLEDGEMENT OF APPLICATION FORM:

POST OF CRAFTWORKER – MECHANIC FITTER

I wish to acknowledge receipt of your application for the above post on ___________________________.

Please write your name & address in the Box below. 












		Signed: 			____________________________________
					Human Resources Department 

		Department Date: 	___________________________________


Note:  This acknowledgement does not confirm whether or not your application is valid, it confirms that Galway City Council has received your application form.  Validation of all application forms received takes place after the closing date only.  
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For Official Use Only:   Reference Number:    _________________
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APPLICATION FOR THE POST OF CRAFTWORKER – MECHANIC FITTER
Section 2 
___________________________________________________________________________
PARTICULARS OF EDUCATION
GENERAL EDUCATION:
	Dates 
	School Attended
	Examinations Taken
	Results Obtained

	From
	To
	
	
	

	









	





	
	




ACADEMIC, PROFESSIONAL OR TECHNICAL QUALIFICATIONS (if any):
	Dates 
	College/University 
Attended
	Full Title of Degrees,
Qualifications, held
	Date Qualification
Was Awarded
	Subjects in Final 
Exams

	From
	To
	
	
	
	

	



	
	
	
	



RELEVANT TRAINING COURSES UNDERTAKEN:

	








EMPLOYMENT HISTORY:
In sequence starting with your current or most recent job.  Additional sheets, in this format, may be used, if required.  It is not sufficient to refer to another application.  Please note that applicants will be shortlisted on the basis of the information provided on this application form only.  
CURRENT POSITION
	Employers Name &
Address
	

	Nature of Business
	
	Date Started
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 
























PREVIOUS POSITIONS: 
	Employers Name &
Address
	

	Nature of Business
	
	Dates From - To
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 

























	Employers Name &
Address
	

	Nature of Business
	
	Date Started
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 





























	Employers Name &
Address
	

	Nature of Business
	
	Date Started
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 





























Please indicate any particular experience and/or achievements you hold which you consider relevant to your application for this position:

	




































Please indicate your interests, hobbies or other leisure activities, in which you participate:

	








IMPORTANT NOTES

· You should ensure that you have completed the application form in full  and fulfilled the requirements set out in the attached Checklist- Please see attached Checklist.  Please include all of the requested documentation and ensure that your application is posted/delivered/emailed to Galway City Council no later than 4.00pm, on Tuesday 11th April 2023.   All incomplete applications will be returned as invalid after the closing date and will not be included in the competition.  Email submissions will not be accepted.  

· Candidates should allow sufficient time to ensure delivery not later than the latest date for acceptance.

· You should satisfy yourself that you are eligible under the criteria set out for the position.  The Council cannot undertake to investigate the eligibility of candidates in advance of the interview, and hence persons who are ineligible, but nevertheless enter, may thus put themselves to unnecessary expense.  Candidates attend for interview at their own expense.

· Applications will be short-listed on the basis of the information provided on the application form. 

· Please note that canvassing by, or on behalf of applicants, will disqualify them from the competition.

· The information supplied in this form is held on the understanding of confidence, subject to the requirement of the Freedom of Information Act 1997, General Data Protection Regulations or other legal requirements.

I hereby declare that I have complied with all the requirements on the attached Checklist and all the particulars furnished in connection with this application are true, and that I am aware of the qualifications and particulars for this position.  I understand that I may be required to submit original documentary evidence in support of any particulars given by me on my Application Form.  I understand that any false or misleading information submitted by me will render me liable to automatic disqualification or render me liable to dismissal, if employed.

Failure to sign application will render it invalid. 

Signature of Applicant: 							

Date: 				
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