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National University of Ireland, Galway

Ollscoil na hÉireann, Gaillimh

Applications are invited for this full time contract post:
Human Resource Manager – Organisational Development
The Human Resources Office at NUI, Galway is responsible for the ongoing development of a positive human resources culture within the University through the formulation and dissemination of proactive human resources policies and effective staffing strategies.

Working within the Human Resources Management team, the postholder will report to the Director or Deputy Director of Human Resources. He/She will be responsible for developing a broad range of initiatives to enhance organisational performance and employee capability including: leadership and talent initiatives that support the overall HR and University strategy; Learning and development initiatives and programmes; Development policies and procedures. He/She will also play a key role in the development and implementation of programs and initiatives to enhance organisational and employee capability and performance.

The post holder will be a seasoned professional with

· at least 5 years’ HR professional experience including experience in Organisational Development with either corporate or consulting experience 
· the successful candidate will be a graduate and hold membership of the IPD or have an equivalent qualification
Salary: 
67,477 p.a. 
Closing Date:
 5.00 p.m., Thursday 2nd September, 2010.
Further information is available from the HR Office:  http://www.nuigalway.ie/vacancies Email: hr@nuigalway.ie  Tel. +353 91 492151 

Candidates should submit six hard copies of their application (i.e. cv, application form, covering letter), with the names and addresses of at least three and not more than five referees to: 

The Human Resources Office,

National University of Ireland, Galway,

Galway.

Please note that applications by email or fax will be rejected.
National University of Ireland, Galway is an equal opportunities employer.

JOB DESCRIPTION

	1. Job Title
	Department/Section
	Current Job Holder

	HR Manager, Organisational Development 


	Human Resources
	

	Is post Permanent or a Contract? 
	Fulltime Contract to December 2011




2.      Role Relationships   

	              

The holder has specific job contact with:

Specific Contacts:-

Senior Members of the University

HR Managers 

Trade Unions


	S/He has general contact with:

All Staff of the University

	Please complete simple organisation chart to illustrate position of job holder:  
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	3.  MAIN PURPOSE OF JOB:

	The post holder will work with the Deputy Director to enhance the area of organisational development (in particular strategic change and performance management).  

S/he will develop and deliver a broad range of initiatives to enhance organisational performance.



	4.   MAIN DUTIES AND RESPONSIBILITIES:

      (Write in perceived order of Importance)

	· Ensuring the development, design and implementation of effective HR strategic change interventions which support the HR and University change strategy;

· Ensuring the implementation and ongoing management of the defined standards of performance as determined by the senior management of the University;

· Putting in place a process and programme to develop metrics from the organisation which support the strategic change;

· Supporting the key leaders within the University in designing and implementing organisation development initiatives and interventions such as succession planning, group development etc;

·  Work in conjunction with HR Managers to ensure that the learning from OD initiatives is captured and that future programmes reflect this learning;

· Work in conjunction HR Managers to ensure a focus on strategic change initiatives and programmes;

· Develop, implement and monitor HR interventions designed to support the change and performance issues required by the University’s mission in the Colleges, Schools and Support Units;

· Develop and implement HR processes which supports the organisation in delivering on its strategy;

· Participate in university wide change management initiatives with a people focus;

· Investigate, develop and implement change and performance strategies and devise a strategy for communicating and embedding these strategies;

· Analysis and align best practice HR research to ensure the “best fit” for the university;

· Support the implementation of the PMDS and act as a mentor or coach in performance discussions and development plans;

.



	5.  SPECIAL FEATURES OF JOB:

	The HR Manager is a key member of the HR strategic management team.  The key relationships which will influence the success of the role are:

· The Director, Deputy Director and her Direct Reports; 
· The Deans, Heads of Schools and Institutes and other management within the University; 
· Peers in similar roles in other Irish and international Universities and sectoral organisations like the IUA; 
· Service providers both in Ireland and overseas. 
The Manager will have responsibility for the following:-

· Strategic Change and Performance 
· HR Development 
· Organisational Development 
The post holder will be a seasoned professional with

· at least 5 years’ HR professional experience including experience in Organisational Development with either corporate or consulting experience 
· Must have experience with survey/application tools 
· Strong experience with analysis, documentation, research of programmes, systems and process 
· Candidate must be both project and process oriented 
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STATEMENT OF MAIN TERMS & PARTICULARS OF EMPLOYMENT

ADMINISTRATIVE ASSISTANT GRADES 4, 5 & ADMINISTRATIVE OFFICER 

1. POSITION AND DUTIES
The post shall be fulltime and temporary subject to probation and other conditions specified effective from the ………to the 

In accordance with the Protection of Employees (Fixed Term Work) Act I am informing you that a permanent contract of employment is not being issued in this instance because this is a fixed purpose contract to ………………………..

The Unfair Dismissals Acts 1977 to 2001 and Minimum Notice and Terms of Employment Act 1973 to 2001 shall not apply to your dismissal, consisting only of the cesser of the said purpose.

Should this post fall vacant on a permanent basis, the University reserves the right to fill this post through our normal recruitment process for such a post. 

A job description for this post is enclosed. The person appointed shall work under the direction of a senior officer and shall carry out such duties as may from time to time be assigned to him/her. During the course of your employment it may be necessary to expand your job duties, within the general scope of your position, or change your function. Responsibility and expected performance will be appropriate to the grade.

Administrative Assistants may be required to work in any University Office or Discipline and may be transferred between Offices. Your normal place of work is within the university campus. 
The University reserves the right to change the reporting relationship as it sees fit.

2. HOURS OF WORK
A five-day working week is in operation. Daily hours:  9.15 a.m. - 5.15 p.m. (1¼ hours for lunch).
The normal office hours of duty are 33.75 hours per week. Administrative staff are expected to work the daily hours as may be required to carry out the duties associated with the post.  Overtime payments will not be made but a measure of freedom commensurate with responsibilities will be accorded.
3. PROBATION PERIOD

A successful candidate shall, on first appointment to NUI Galway serve a probationary period, which ordinarily shall not be less than one year’s duration. If it becomes apparent during that time that the appointee is unlikely to prove suitable for final appointment, the probationary period may be terminated by the President at any time.  During the probationary period the appointee shall be subject to conditions of probation which will 
include such tests as may be determined by the senior officer in charge of the appropriate section. The appointment shall not be finally confirmed unless the appointee has, at the conclusion of the probationary period, fulfilled the conditions of probation. If the appointee has, at the conclusion of the probationary period, failed to fulfil the conditions of probation the appointment shall be terminated.

4. RATE OF RENUMERATION

The salary attaching to this post shall be point …. of the Grade …….. salary scale currently ….per annum.

The scale is inclusive of and will be adjusted in line with national wage increases.

Post holder will be paid by credit transfer monthly in arrears (subject to all statutory and agreed deductions).
Deductions for overpayments will be made from subsequent salary payments.
5. INCREMENTS
The granting of increments is subject to satisfactory service. Annual increments are payable on 1st January or 1st July. The first increment is payable on 1st January or 1st July following completion of the probationary period.
Promotion from one grade to another will not be automatic.

6. HOLIDAYS

Annual holidays shall consist of 21 working days in a calendar year. Periods for annual holidays shall be determined in conjunction with the senior members of staff in appropriate offices.
Holidays cannot, except by special arrangement, be carried forward from one calendar year to the next, and cannot be carried forward beyond the succeeding year.

In addition to annual holidays the following days shall be extra leave:

· Public Holidays
· Christmas Eve
· Two afternoons of July Galway Races 

Seven days divided between Christmas and Easter Holidays
7. PENSION
You will be enrolled in the University's Model Pension Scheme. This is a contributory pension scheme, whereby a salary deduction of 1.5% applies to pre-95 public sector employees and 6.5% applies to post-95 public sector employees. Further information is available on the Pensions Office website: http://www.nuigalway.ie/pensions_investment/.
 

8. SICK LEAVE
Staff may avail of up to a maximum of 7 days uncertified sick leave in any year, with a maximum of 2 days at one time, without a sick leave certificate. For purposes of calculation of this leave, a rolling year operates, (i.e. If a staff member is absent on 2nd March, 2008, then it is evaluated back to 3rd March, 2007 to confirm sick leave). Otherwise the University shall pay sick leave only on a social welfare certificate.

Paid sick leave will be granted in any year, on the following scale: 

· Less than one year’s service:  4 weeks
· Thereafter sick leave will comprise of six months at full pay, six months at half pay subject to a maximum of 12 months sick leave in any period of 4 years or less.
Salary, where appropriate, shall be abated by the amount of social insurance sickness benefit. Please refer to the University sick leave policy on the following website: http://www.nuigalway.ie/hr/documents/sick_leave.pdf
9. EMPLOYMENT EQUALITY
In line with the Employment Equality Acts, 1998 and 2004 the University will not condone harassment or bullying of any form in the workplace. A detailed University bullying and harassment policy is contained in Appendix A.

10. NOTICE


A member of administrative staff terminating his/her appointment shall be required to give at least one month’s notice in writing.

In the case of ill-health, unsatisfactory discharge of duties, poor attendance or misconduct the appointment may be terminated by the University giving one month’s notice in writing, increasing to eight weeks notice for those who have been employed in the University for 
more than fifteen years, in accordance with the terms of the Minimum Notice and Terms of Employment Act.
11. GRIEVANCE
From time to time, grievances caused by misunderstanding, disagreement or general dissatisfaction may occur among staff or between the University and it s employees. Full recognition is given to the significance of personal grievances and it is our policy at National University of Ireland Galway that all grievances will be dealt without undue delay and resolved at the earliest possible stage.

Details of our grievance procedure are contained in Appendix B and should be read fully as it forms part of your contract of employment with National University of Ireland Galway.
12. DISMISSAL
Certain breaches of University rules and of established custom and practice which may also render you liable to dismissal. All dismissals will be carried out in accordance with the provisions of the University disciplinary procedure contained in Appendix C.
13. PERFORMANCE APPRAISAL


A system of regular appraisal will be operated during your employment, which will involve discussions between you and your Head of School/Unit in relation to your performance and conduct
14. RETIREMENT
The minimum retirement age is 65 years. 

15. WORK OUTSIDE THE UNIVERSITY
The post holder shall not undertake paid work outside the University without prior approval of the Director of HR & Organisational Development or designated Senior Staff member of the University.

16. HR POLICIES & PROCEDURES

All University policies and procedures form an integral part of this employment contract and are available on the Human Resources website http://www.nuigalway.ie/hr .

Policies and procedures may be subject to update and revision, from time to time, in consultation with staff representatives as appropriate. 
Hard copies of University policies and procedures are available upon written request to the Human Resources Office. 
Changes to personal details during your employment should be confirmed in writing to the Human Resources Office where your records will be updated accordingly.
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APPLICATION FOR EMPLOYMENT 

ACADEMIC SUPPORT POSITIONS


Application Forms may be typed or should be written in black ink

	POSITION DETAILS

	Post Title
	HR Manager – Organisational Development

	Reference No.
	007030


	PERSONAL DETAILS (use BLOCK LETTERS or TYPE)

	Surname


	Fore Names

	Address for Correspondence: 


	Home Address (If different from previous)

	Contact Details:

Home Telephone No:                                                            Work Telephone No:

Mobile No:                                                                             Email Address:



	Citizenship: Are you an Irish / EEA Citizen?    Yes  /   No       

	If you are not an Irish / EEA Citizen, do you have a current work permit for the Republic of Ireland ?       Yes   /  No



	Are you currently employed by NUIG ?           No   /   Yes    Employee Number (if known) :




	EDUCATIONAL INFORMATION

A. University or Other Third Level Institution

	Qualification Obtained
	Academic Institution
	Dates From
	To
	Results

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	B. Second Level / Post Primary 

	Name of School / College
	Dates

From 
	To
	Certificate or Diploma Obtained
	Final Examination Subjects and Results

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	C. Other Qualifications: Include Memberships/Fellowships/Relevant Training Programme

	


Candidates will be required to produce evidence of qualifications on appointment

	EMPLOYMENT HISTORY (please list positions held, starting with the most recent first)


	Name and Address of Employer and Nature of Business
	Position Held – Job Title and Nature of Duties
	Dates   From   To
	Reason for Leaving



	
	
	
	


	Current Salary, Benefits, Allowances and Pension Arrangements
	

	Salary Scale:


	Pension Contribution:

	Current Salary:


	Other Benefits:

	Additional Allowances:


	Notice Required:


	Please indicate your reasons for seeking this post

	


	Please outline how you meet the Criteria outlined in the Job Description for this post

	


	Any other information that may help in assessing your application. 

Leisure time interests may be included here.

	

	REFEREE INFORMATION (Please include details of your current / most recent employer in addition to two other referees. Any offer of employment will be made subject to the receipt of satisfactory references.

	Name
	Full Postal Address
	Relationship to you
	Contact details

	
	
	
	Phone:

Fax:

Email: 

	
	
	
	Phone:

Fax:

Email: 

	
	
	
	Phone:

Fax:

Email: 

	Do you require notification before your referees are contacted?                Yes     /      No

	RECRUITMENT INFORMATION

	Please indicate how you heard of this vacancy:

NUI Galway Web

(
Recruitdirect.ie
(
Other (please state)
(
Heanet
(


	APPLICANT DECLARATION

	All information provided in this application is, to the best of my knowledge true and correct. I understand that should any of the particulars furnished in this application be found to be false or inaccurate in a material particular, will disqualify my application or may result in dismissal if employed by the University. I also fully recognise that canvassing will disqualify my application.    

PRINT NAME :                                             SIGNATURE :                                                                      DATE :


	Please return Six (6) hard copies of your completed application to :

Human Resources Office

National University of Ireland, Galway

Galway

Ireland
Your application must include:-

· A fully completed NUI Galway application Form, with the required amount of copies enclosed.

· Cover letter and/or CV attached to each application form, if required.

Please note:

· Applications must be received on or before the time and date nominated on the advertisement.

· Applications by email or fax will be rejected.

· For ease of handling, please collate and staple each copy of your application documentation at the top left hand corner and do not present your application in plastic envelopes or folders.

· The National University of Ireland, Galway accepts no responsibility for applications that are received late or lost in the post.

· If you do not adhere to the terms of application and submit all of the stated documentation with your application, the University will not process your application except in exceptional circumstances as determined by the University.
· An acknowledgement of receipt of your application will be sent to you from the HR Office.






                           EQUAL OPPORTUNITIES MONITORING FORM

               PLEASE RETURN COMPLETED FORMS IN A SEPARATE SEALED ENVELOPE TO:

THE EQUALITY MANAGER, NUI, GALWAY
NUI Galway is committed to developing, maintaining and supporting a policy of equal opportunities for its current staff and potential staff.  In order to monitor the operation of this policy, it is necessary to collect certain key information to be used solely for the purposes of monitoring. 

Access to this information will be strictly controlled by the Equality Manager and will not be available to those considering your application for employment.  Monitoring will involve the use of statistical summaries of information in which the identities of individuals will not appear.  The information will not be available for any purpose other than equal opportunities monitoring.  Your co-operation in the completion of this form is appreciated.

1.
Are you employed by NUI Galway at present?  Yes
                           No   


2. 
Gender:





Female
     
     Male

3.
Marital Status:          Single  

Married 


       Separated  



     
Divorced
    
    Widowed  

Living with Partner   

Other

4.
Family Responsibility: Parent                 Guardian                   Carer          None
             Other

5.
Sexual Orientation:   Heterosexual                   Homosexual                   Lesbian           Bisexual   

6.
Religion (if none, please indicate):      



7.
Age:  
8.
Disability includes all forms of disability, do you have any of the following listed conditions: 




Yes

No  


If Yes, please indicate which of the following apply to you:

a) Physical Disability (e.g. disability affecting mobility)

b) Sensory Disability (e.g. visual or hearing impairment)

c) Chronic illness (e.g. heart condition, bronchitis)


d) Blood disorders (e.g. haemophilia, chronic anaemia)      

e) Mental Health Difficulty (e.g. schizophrenia)


f) Emotional Health Difficulty (e.g. depression, phobias)

g) Severe or specific Learning Difficulties (e.g. dyslexia, intellectual/mental disability)  

h) Drug Dependency (e.g. alcohol abuse, soft drugs)          

i) Other please specify _____________________ (e.g. severe asthma/diabetes/epilepsy/allergies)            
9.
Ethnic Origin/Race, please state:                                               

10. 
Member of Traveller Community:              Yes

No   
Date completed: __________________________________________
Please complete anonymously:  Do not put your name on this form





Post Reference: HR Manager – Organisational Development  Ref 007030


























