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CANDIDATES’ INFORMATION BOOKLET
PLEASE READ CAREFULLY
	Open competition for appointment to the position of:
unestablished position as Deputy Project Manager (Statutory Instruments Project) in the Law Reform Commission (Two Year Contract, Part Time) 
Closing date:  30 January 2017



The Law Reform Commission is committed to a policy of equal opportunity.

The Law Reform Commission will run this campaign in compliance with the Code of Practice for Appointment to Positions in the Civil Service and Public Service prepared by the Commission for Public Service Appointments (CPSA).

Codes of practice are published by the CPSA and are available on www.cpsa.ie
Telephone Number: (353) 1 637-7624
Email:  recruitment@lawreform.ie 

Web: www.lawreform.ie 
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	Deputy Project Manager (Statutory Instruments Project) in the Law Reform Commission (Two Year Contract, Part Time)



Background Information on the post
The Law Reform Commission is a statutory body established by the Law Reform Commission Act 1975. The Commission has five members - the President, the Full-time Commissioner, and three part-time Commissioners.

Its role is to keep the law under independent, objective and expert review, to make consequent recommendations for law reform and to make current law accessible for all.

Job Function: 
We are recruiting a Deputy Project Manager (Statutory Instruments Project) for a fixed two year term (part time – 20 hours per week) to work on the Legislation Directory (LD), and specifically on the inclusion of statutory instruments in the LD which have not previously been included. For an overview of the LD, which is now an integrated part of the electronic Irish Statute Book (eISB), see http://www.lawreform.ie/legislation-directory.93.html. At present the LD for SIs includes all the changes made by SIs from 1997 onwards. Our initial target for this Statutory Instruments Project is to include in the LD all SIs from 1996 back to 1973, when Ireland joined the EU (and, if time permits, to proceed further back).

The work will involve reading each SI in the relevant years, and noting its effects on other legislation in a spreadsheet. The spreadsheet also records other details, for example the Act under which the SI was made (the enabling Act) and any collective citation of which it may be part. The Deputy Project Manager (Statutory Instruments Project) will check the spreadsheet for accuracy and completeness, upload it into the LD database, from which the LD for SIs is generated and send it to the eISB (Irish Statute book website) for publication. The LD on the eISB is updated about once a month.

The team working on this needs to pay attention to detail and the work can be painstaking. It will result in a very good knowledge of the statute book, and confidence in reading, updating and finding the way through legislation. 
The Deputy Project Manager(Statutory Instruments Project) will report to the Commission’s Access to Legislation Manager. He/she will assist with management of the two legal researchers assigned to this team. He/she will share responsibility for day to day management of the team to ensure stated objectives and targets are being met.  

Key Responsibilities:

· Produce the Legislation Directory and specifically the inclusion of statutory instruments in the Directory from 1996 to 1973 (and, if time permits, further back) to a standard of accuracy and completeness using necessary skills including ICT skills;
· Assist with developing and implementing the Commission’s Access to Legislation business plan;
· Ensure through supervision and regular checking of the work of the legal researchers assigned to this project that it is completed to a high standard and address any performance issues, if arising;
· Develop the capability of others through feedback, coaching and creating opportunities for skills development;
· Monitor, measure and report on the progress of the Access to Legislation team’s work; 
· Document methods and systems of the Access to Legislation work; 
· Undertake other duties as may be required from time to time.
QUALIFICATIONS AND EXPERIENCE
Essential Requirements:

Candidates must, on or before 1 January 2017, have: 
(a) An honours degree or an equivalent qualification (at least a Level 8 on the National Framework of Qualifications) in Law or a qualification, acceptable to the Law Reform Commission as equivalent, in which Law was taken as a major subject,
(b) Have practical experience in conducting legal research including related to legislation, 
(c) Capacity to work using computer and online resources daily in dealing with complex strands of information including expertise in XML or similar markup language,
(d) Ability to manage  the Commission’s Access to Legislation work to deliver stated outputs within required timelines and to a proven high standard of quality and accuracy,
(e) Ability in people management, managing and leading others to develop their capability and maximise their performance. 
Desirable requirements: 

In addition candidates should possess and be able to demonstrate:
· An understanding of the Commission’s Access to Legislation role and the necessity to provide the public with up to date accurate legislation online;
· Ability to engage effectively within and outside the Commission to develop and maintain a network of contacts to facilitate problem solving or information sharing for the benefit of the Access to Legislation team;
· Capacity  to contribute  to the development of the strategy and policy for the Access to Legislation team;
· Ability to present information in a confident, logical and convincing manner.
Key knowledge, experience and competencies for effective performance as a Project Manager 
The attention of candidates is drawn to the key competencies that are applicable to this post.

· Research’s experience or knowledge of legislation and its structures including EU law; 
· Relevant knowledge and experience in working with IT;
· Management and delivery of results; 

· Leadership.
Panel
A panel will be established from which future fixed term contract vacancies may be filled. If you would like additional information on these vacancies please visit the Commission’s website www.lawreform.ie or contact the HR Unit at Tel. 01-6377624.
Eligibility to compete and certain restrictions on eligibility 
Citizenship Requirement: 
Candidates should note that eligibility to compete is open to citizens of the European Economic Area (EEA). The EEA consists of the Member States of the European Union along with Iceland, Liechtenstein, and Norway. Swiss citizens under EU Agreements may also apply. Citizens of non-European Economic Area (EEA) States will not be eligible to compete. A candidate who is in doubt in this regard should consult the Department of Jobs, Enterprise & Innovation. 

Incentivised Scheme for Early Retirement (ISER): 
It is a condition of the Incentivised Scheme for Early Retirement (ISER) as set out in Department of Finance Circular 12/09 that retirees, under that Scheme, are debarred from applying for another position in the same employment or the same sector. Therefore, such retirees may not apply for this position. 

Department of Health and Children Circular (7/2010): 
The Department of Health Circular 7/2010 dated 1 November 2010 introduced a Targeted Voluntary Early Retirement (VER) Scheme and Voluntary Redundancy Schemes (VRS). It is a condition of the VER scheme that persons availing of the scheme will not be eligible for re-employment in the public health sector or in the wider public service or in a body wholly or mainly funded from public moneys. The same prohibition on re-employment applies under the VRS, except that the prohibition is for a period of 7 years, after which time any re-employment will require the approval of the Minister for Public Expenditure and Reform. People who availed of either of these schemes are not eligible to compete in this competition. 
Declaration

Applicants will be required to declare whether they have previously availed of a Public Service scheme of incentivised early retirement. 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.
Principal Conditions of Service 
1. General: 
 The appointment is subject to the Civil Service Regulations Acts 1956 to 2005, the Public Service Management (Recruitment and Appointments) Act 2004 and any other Act for the time being in force in relation to the Civil Service. 
2. Pay

The payscale for the position is as follows:
This position will be on a part-time basis only (20 hours per week) and accordingly it will be on the basis of €65,000 @ 50%= €32,500 annually for each year. 
It will be payable monthly in arrears by Electronic Fund Transfer (EFT) into a bank account of your choice.  Payment cannot be made until you supply a bank account number and bank sort code to the Head of Administration. Statutory deductions from salary will be made as appropriate by the Commission.
You will agree that any overpayment of salary or of travel and subsistence may be deducted from future salary payments due to you in accordance with the Payment of Wages Act 1991. The Commission will advise you in writing of the amount and details of any such overpayment and give you at least one week’s notice of the deduction to take place and will deduct the overpayment at an amount that is fair and reasonable having regards to all the circumstances.
3. Tenure

The appointment is a fixed two year contract position in the Law Reform Commission on a part time basis (20 hours per week).  
The probationary contract will be for a period of six months from the date of appointment. Notwithstanding this paragraph and the paragraph immediately following below in appropriate circumstances, this will not preclude an extension of the probationary contract. 

During the period of the probationary contract, your performance will be subject to review by the appropriate supervisor(s) to determine whether you:

(i) have performed in a satisfactory manner

(ii) have been satisfactory in general conduct, and

(iii)  are suitable from the viewpoint of health with particular regard to sick leave.
Prior to completion of the probationary contract a decision will be made as to whether or not you will be retained or the probationary period extended. This decision will be based on your performance assessed against the criteria set out in (i) to (iii) above. The detail of the probationary process will be explained to you by the Law Reform Commission.

4. Headquarters
The successful candidate will be based at the Commission offices, currently at 35-39 Shelbourne Road, Ballsbridge, Dublin 4 or at another place should the Commission move its offices.  However, the Commission will be flexible with working arrangements provided project deadlines are met. When absent from home and the Commission’s offices on duty, the successful candidate will be paid appropriate travelling expenses and subsistence allowances subject to normal civil service regulations. 
5. Retirement/Superannuation

The successful candidate will be offered the appropriate superannuation terms and conditions as prevailing in the Civil Service, at the time of being offered an appointment. In general, and except for candidates who have worked in a pensionable (non-single scheme terms) public service job in the 26 weeks prior to appointment (see paragraph d below), this means being offered appointment based on membership of the Single Public Service Pension Scheme (“Single Scheme”). Key provisions attaching to membership of the Single Scheme are as follows:  

A. Pensionable Age 
The minimum age at which pension is payable is 66 (rising to 67 and 68 in line with State Pension age changes).
B. Retirement Age:  
Scheme members must retire at the age of 70.
C. Pension Accrual
A 40-year limit on total service that can be counted towards pension where a person has been a member of more than one existing public service pension scheme would apply.  This 40-year limit, which is provided for in the Public Service Pensions (Single Scheme and other Provisions) Act 2012 came into effect on 28 July 2012. This may have implications for any appointee who has acquired pension rights in a previous public service employment. 

D. Pension Abatement
The Public Service Pensions (Single Scheme and Other Provisions) Act 2012 extended pension abatement so that a retiree’s public service pension is liable to abatement on re-entering public service employment, even where the new employment is in a different area of the public service.  However, if the appointee was previously employed in the Civil Service and awarded a pension under voluntary early retirement arrangements (other than the Incentivised Scheme of Early Retirement (ISER) or the Health Service Executive VER/VRS which, as indicated above, render a person ineligible for the competition) the entitlement to payment of that pension will cease with effect from the date of reappointment. Special arrangements will, however, be made for the reckoning of previous service given by the appointee for the purpose of any future superannuation award for which the appointee may be eligible.  

E. Department of Education and Skills Early Retirement Scheme for Teachers Circular 102/2007
The Department of Education and Skills introduced an Early Retirement Scheme for Teachers.  It is a condition of the Early Retirement Scheme that with the exception of the situations set out in paragraphs 10.2 and 10.3 of the relevant circular documentation, and with those exceptions only, if a teacher accepts early retirement under Strands 1, 2 or 3 of this scheme and is subsequently employed ​in any capacity in any area of the public sector, payment of pension to that person under the scheme will immediately cease.  Pension payments will, however, be resumed on the ceasing of such employment or on the person’s 60th birthday, whichever is the later, but on resumption, the pension will be based on the person’s actual reckonable service as a teacher (i.e. the added years previously granted will not be taken into account in the calculation of the pension payment).

F. Ill-Health Retirement
Please note that where an individual has retired from a Civil/Public Service body on the grounds of ill-health his/her pension from that employment may be subject to review in accordance with the rules of ill-health retirement within the pension scheme of that employment.
G. Prior Public Servants
While the default pension terms, as set out in the preceding paragraphs, consist of Single Scheme membership, this may not apply to certain appointees.  Full details of the conditions governing whether or not a public servant is a Single Scheme member are given in the Public Service Pensions (Single Scheme and other Provisions) Act 2012. This would mean that the abatement provisions outlined above would apply, and in addition there are implications in respect of pension accrual as outlined above.
H. Pension-Related Deduction
This appointment is subject to the pension-related deduction in accordance with the Financial Emergency Measures in the Public Interest Act 2009.
For further information in relation to the Single Public Service Pension Scheme for Public 
Servants please see the following website:  http://www.per.gov.ie/pensions   
6. Hours of attendance
Hours of attendance will be fixed at 20 hours a week. 
The Organisation of Working Time Act 1997

The terms of the Organisation of Working Time Act 1997 will apply, where appropriate, to this employment.
7. Sick Leave
Pay during properly certified sick absence, provided there is no evidence of permanent disability for service, will apply on a pro-rata basis, in accordance with the provisions of the sick leave circulars. 

Appointees will be required to sign a mandate authorising the Department of Social Protection to pay any benefits due under the Social Welfare Acts direct to the Law Reform Commission and payment during illness will be subject to the appointee making the necessary claims for social insurance benefit to the Department of Social Protection directly within the required time limits.
8. Annual Leave
The annual leave allowance will be 15 working days a year. This allowance is subject to the usual conditions regarding the granting of annual leave and is on the basis of a 50% week and is exclusive of the usual public holidays.  
9. Secrecy, Confidentiality and Standards of Behaviour

Official secrecy and Integrity
The appointment will be subject to the provisions of the Official Secrets Act 1963, as amended. Successful candidates will agree not to disclose to third parties any confidential information either during or subsequent to the period of employment.  

Civil Service Code of Standards and Behaviour
The appointment will be subject to the Civil Service Code of Standards and Behaviour.

Political Activity
The appointment will be subject to the rules governing civil servants and politics.

Ethics in Public Office Acts 1995 and Standards in Public Office Act 2001


The provisions of these Acts apply, as appropriate, to this position.
Personnel Code
All circulars are available on the web site www.circulars.gov.ie
IMPORTANT NOTICE
The above represents the principal conditions of service and is not intended to be the comprehensive list of all terms and conditions of employment which will be set out in the employment contract to be agreed with the successful candidate.

COMPETITION PROCESS

How to apply

Applications must be made on the official application form and will be treated in strict confidence. All sections of the form must be fully completed. When completing the application form accuracy is essential, as it will be used as a computer input document and you may be shortlisted on the basis of information supplied.

Any inaccuracy in completing the form may result in rejection. Therefore it is in your own interest to ensure that the information supplied in all sections is correct. If it is necessary to continue on a separate sheet please set the information out in the same manner as in the application form.

The admission of a person to a competition, or invitation to attend an interview, is not to be taken as implying that the Law Reform Commission is satisfied that such person fulfils the requirements of the competition 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 that 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 the Law Reform Commission will not be responsible for refunding any expenses incurred.
The application form can be assessed online at www.lawreform.ie. 

Applications should be made by email to recruitment@lawreform.ie 
All sections of the form must be completed. 

Applications received after the closing date and time will not be accepted. 

Closing date

The completed application form must be forwarded by e-mail to recruitment@lawreform.ie not later than 5pm on 30 January 2017. If you do not receive an acknowledgement confirming receipt of your completed application form, please contact Legal and Corporate Support, Law Reform Commission – telephone: 01-637-7600 (lcs@lawreform.ie).
Selection Methods
Normally the number of applications received for a position exceeds that required to fill existing and future vacancies to the position. While you may meet the eligibility requirements of the competition, if the numbers applying for the position are such that it would not be practical to interview everyone, the Law Reform Commission may decide that only a certain number of candidates will be called to interview. In this respect, the Law Reform Commission  will employ a shortlisting process to select a group for interview who, based on an examination of the application forms, appear to be the most suitable for the position. This is not to suggest that other candidates are necessarily unsuitable or incapable of undertaking the job, rather that there are some candidates who are, prima facie, better qualified and/or have more relevant experience. It is therefore in your own interests to provide a detailed and accurate account of your qualifications/ experience on the application form.
The methods used to select the successful candidate for this post will include:

· Shortlisting (if necessary) of candidates on the basis of the information contained in their application form. 
· If shortlisted, a competitive interview, which may also include a presentation and/or an additional assessment exercise(s).  
It is envisaged that interviews will take place during the week(s) commencing 06 February 2017. 
The onus is on all applicants to make themselves available on the date(s) specified by the Law Reform Commission and to make whatever arrangements are necessary to ensure that they receive communications sent to them at the contact details specified on their application form (e-mail is the preferred communication medium, but regular post may be utilised where deemed appropriate). The Law Reform Commission will not be responsible for any expenses incurred by candidates in relation to their candidature. 

Confidentiality

Subject to the provisions of the Freedom of Information Act 2014, applications will be treated in strict confidence.

Security Clearance

Garda vetting will be sought in respect of individuals who are considered for appointment. The applicant will be required to complete and return a Garda Vetting form. This form will be forwarded to An Garda Síochána for security checks on all Irish and Northern Irish addresses at which they resided. Enquiries may also be made with the police force of any country in which the applicant resided. If unsuccessful this information will be destroyed by the Law Reform Commission. If the applicant is subsequently considered for another position, he/she will be required to supply this information again.

Candidates’ Rights
Guidelines for dealing with appeals/requests for review

The Law Reform Commission will consider requests for review in accordance with the provisions of the codes of practice published by the CPSA and referred to in the cover sheet at the front of this booklet. The Codes of Practice are available on the website of the Commission for Public Service Appointments (www.cpsa.ie).
Where a candidate is unhappy with an action or decision in relation to his or her application he/she can seek a review under Section 7 of the code of practice governing the recruitment process by a person in the recruiting body (initial reviewer). Where a candidate remains dissatisfied following this initial review, he/she may seek to have the conduct of the initial review examined by a “decision arbitrator”. 

As an alternative to the above, it is open to a candidate to seek to have the matter resolved on an informal basis, as set out below. If a candidate remains dissatisfied following any such discussion it is open to him/her to seek a formal review.

Informal process

· The candidate can avail of the informal review within five working days of notification of the initial decision, and should normally take place between the candidate and the person who communicated the decision (or relevant person).

· Where the decision being conveyed relates to an interim stage of a selection process, the request for informal review must be received within two working days of the date of receipt of the decision. 

· Where a candidate remains dissatisfied following any such informal discussion, he/she may adopt the formal procedures set out below.

· If the candidate wishes the matter to be dealt with by way of a formal review, he/she must do so within two working days of the notification of the outcome of the informal review.
Formal Process: Internal review
· The candidate must address his/her concerns in relation to the process in writing to the Head of Administration, Law Reform Commission setting out those aspects of the action or decision in relation to his/her candidature that he/she wishes to have reviewed.

· A request for review must be made within ten working days of the notification of the initial decision. Where the decision relates to an interim stage of a selection process, the request for review must be received within four working days. 

· Any extension of these time limits will only be granted in the most exceptional of circumstances and will be at the sole discretion of the Full Time Commissioner or other Designated Officer within the Commission. 

· The outcome must generally be notified to the candidate within 20 working days of receipt of the complaint or request for review. The candidate will receive the outcome of the review by means of a written report.

· Should a candidate be dissatisfied with the outcome of the initial review, he/she may request a review by a decision arbitrator of the conduct of the initial review.

Review by the decision arbitrator

The decision arbitrator is appointed by the President of the Law Reform Commission. The decision arbitrator will have been unconnected with the selection process and he/she will adjudicate on requests for review in cases where a candidate is not satisfied with the outcome of the initial review. The decision of the decision arbitrator in relation to such matters will be final.

· A request made to the decision arbitrator must be received within seven working days of the notification of the outcome of the initial review.

· The outcome of the investigation must be notified to the candidate in the form of a written report within 10 working days.

Where a candidate believes that an aspect of the process breached the CPSA’s Code of Practice, he/she can have it investigated under Section 8 of the code of practice.
Informal process
· The CPSA recommends that the candidate avail of the informal process to try to resolve the matter with the recruiting body. If the candidate is still dissatisfied he/she may resort to the formal process within two working days of receiving notification of the informal process. 
Formal process

· If you are requesting a formal review you must write to the Full Time Commissioner or other Designated Officer within the Commission providing details of the breach of the code of practice and enclosing any relevant documentation that might support the allegation.

· The outcome must generally be notified to the candidate within 20 working days of receipt of the complaint or request for review. If a decision cannot be made within this timeframe, the reviewer will keep the candidate informed of the status of the review.

· Should a candidate be dissatisfied with the outcome of this review, he/she may request a further review by referring the matter to the Commission for Public Service Appointments in the form of an appeal of the review of the licence holder. He/she must write to the Commission for Public Service Appointments within ten working days of receiving the outcome of the licence Holder’s review.

Candidates' Obligations

Candidates should note that canvassing will disqualify and will result in their exclusion from the process.

Candidates must not: 

· knowingly or recklessly provide false information 

· canvass any person with or without inducements 

· interfere with or compromise the process in any way. 

A third party must not personate a candidate at any stage of the process. Any person who contravenes the above provisions or who assists another person in contravening the above provisions is guilty of an offence. A person who is found guilty of an offence is liable to a fine and/or imprisonment.

In addition, where a person found guilty of an offence was or is a candidate at a recruitment process, then:

· where he/she has not been appointed to a post, he/she will be disqualified as a candidate; and 

· where he/she has been appointed subsequently to the recruitment process in question, he/she shall forfeit that appointment. 

Deeming of candidature to be withdrawn
Candidates who do not attend for interview or other test when and where required by the Law Reform Commission, or who do not, when requested, furnish such evidence, as the Law Reform Commission requires in regard to any matter relevant to their candidature, will have no further claim to consideration.
Quality customer service

We aim to provide an excellent quality service to all our customers. If, for whatever reason, you are unhappy with any aspect of the service you receive from us, we urge you to bring this to the attention of the unit or staff member concerned. This is important as it ensures that we are aware of the problem and can take the appropriate steps to resolve it.

Data Protection Acts 1988 and 2003

When your application form is received, we create a computer record in your name, which contains much of the personal information you have supplied. This personal record is used solely in processing your candidature. Such information held on computer is subject to the rights and obligations set out in the Data Protection Acts 1988 and 2003. You are entitled under these Acts to obtain, at any time, a copy of information about you, which is kept on computer. The Law Reform Commission charges a fee of €6.35 for each request. You should enclose a cheque or postal order and address your request to:  
The Head of Administration, Law Reform Commission, 35-39 Shelbourne Road, Ballsbridge, Dublin 4. Certain items of information, not specific to any individual, are extracted from computer records for general statistical purposes. 
Note: This document is for information only, and is not intended as a legal interpretation of any other documents, guidelines, or legislation. 
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