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Position: Marketing & Communications Manager (Assistant Principal Officer level)

Organisation: Central Statistics Office (CSO)

Location: Cork

Salary Scale: €83,113 - €103,576 Assistant Principal - PPC

Background

The Central Statistics Office (CSO) was established in 1949 as Ireland’s National Statistical Office. Its
status was formalised in legislation with the enactment of the Statistics Act 1993. The mandate of the

CSO, as set out in the Statistics Act 1993, is “The collection, compilation, extraction and dissemination
for statistical purposes of information relating to economic, social and general activities and
conditions in the State”. The CSO is also responsible for coordinating the official statistics of other
public authorities and for developing the statistical potential of administrative records.

Over recent years, the CSO has grown both in the scope of its work and the scale of its workforce. The
CSO currently has over 1,000 permanent staff located in its Cork, Rathmines and Swords offices. In
addition, approximately 250 permanent and temporary field staff are deployed throughout the
country to conduct the continuous household surveys and passenger inquiries at airports and
seaports.

CSO strives to keep society fully informed by producing accurate, objective, timely, accessible and
trustworthy official statistics touching on a wide array of aspects of the Irish economy, society and the
environment. The CSO is a dynamic and innovative environment in which to work, with strong
professional relationships with national and international bodies.

CSO outputs include the Census of Population and a range of statistical reports and releases on areas
including the labour market, business and industry, retail sales, key macroeconomic indicators and
Government finance statistics. Our work also examines key issues of social interest, and we were
heavily involved in supporting data and analysis for policy makers and the public during the COVID-19
pandemic as well as having an involvement in measuring the impact of Ukrainian inward migration to
Ireland as a result of the current war in that country. Other recent and high-profile activities include
the publication of the Safety of the Person Survey commissioned by the Department of Justice and
the Growing Up in Ireland survey of 25-year-olds as well as a new Growing Up in Ireland birth cohort.

The CSO has a formal coordination role to play across the public service in relation to official statistics.
This coordination role is set in a legal context in both national (Statistics Act, 1993) and EU legislation
(Amended Regulation EC No. 223/2009).

In all, the CSO publishes over 500 statistical releases and publications each year, all of which are
available online on www.cso.ie.


http://www.irishstatutebook.ie/eli/1993/act/21/enacted/en/html
http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32015R0759&from=EN
http://www.cso.ie/

CSO as an Employer

The CSO strives to offer the opportunity to develop a stimulating and meaningful career in a statistical
organisation and to do purposeful work, which makes a real difference to the Irish State and its people.
The CSQO’s approach to developing our people is set out in our “Le Chéile” people strategy.

Our Values
= Independence: We are objective, impartial and always act with integrity.

»  Trustworthiness: We are honest and transparent. We comply with international
statistical standards and deliver high quality products and services in an ethical
manner.

*= Confidentiality: We apply the highest standards of confidentiality and respect for data
privacy.

= Excellence in Public Service: We use our expertise to deliver an efficient, value for
money, quality public service.

» Leading Change: We are ambitious, innovative, adaptive and work in a collaborative
manner to improve processes and products. We are engaged with our stakeholders
and help others to serve the public.

The CSO promotes a culture of employee engagement, innovation, and wellbeing. The CSO was named
Ireland’s best large employer at the inaugural National Workplace Wellbeing 2016 awards, which
recognise employers that make a significant contribution towards improving the health and wellbeing
of their employees.

The CSO was also a winner of the Civil Service Excellence and Innovation Awards both in 2017 and
2019 in the following category: Excellence in People, Skills, and Organisational Development with the
submission for the Graduate Programme (2017) and for the submission of the SMART Start Year 1,
Induction and Development Programme (2019).

The CSO has a comprehensive training framework which provides learning paths for our employees.
This includes the provision of in-house coaching/mentoring for new employees, the delivery of in-
house courses and ongoing professional training, to continuously up-skill employees, as well as
supporting and sponsoring employees that are pursuing recognised professional qualifications.

The CSO actively encourages employees to undertake further education in order to develop their
careers in the CSO and provides supports by way of funding and special leave.



Your CSO Career Development

The CSO offers their workforce a rewarding, competitive career at a flexible, caring and inclusive
workplace. We promote a culture of staff engagement, innovation and well-being.

We value our people and that is why we offer the following:

o flexible working arrangements

e a progressive Blended Working Policy
career progression

extensive leave policies

a comprehensive Well-being programme
sports and social clubs

e charitable activities and many other benefits

Further information on what the CSO can offer you can be viewed at Careers - CSO - Central Statistics
Office

Equality, Diversity and Inclusion

CSO is committed to recruiting diverse talent to take up civil service employment opportunities. As
recruiters and employers, we recognise and value the importance of attracting and welcoming a
workforce that is responsive, accessible, resilient and reflective of the community it serves.

We believe that a thriving, inclusive civil service that is energised by the contribution of employees
from all sectors of society leads to more innovative, productive workplaces and more responsive and
inclusive policies, programmes and services. All of our activities and initiatives are guided by our
Equality, Diversity and Inclusion Action Plan, which is overseen by the EDI Steering Committee. The
CSO achieved Bronze Investors in Diversity accreditation in 2022, progressed to Silver accreditation in
2023, and received Silver re-accreditation in 2025 through the Irish Centre for Diversity.


https://www.cso.ie/en/aboutus/careers/
https://www.cso.ie/en/aboutus/careers/

Roles and Responsibilities

The Marketing & Communications Manager role:

This is a Senior Management role at Assistant Principal Officer level within the Communications and
Dissemination Division, reporting to the Head of Communications and Dissemination.

The successful candidate will lead the organisation’s Marketing, Social Media, Graphic Design and
Events functions, and will have responsibility for Irish language outputs (note proficiency in Irish is
not required to fulfil this part of the role).

The role requires the delivery of a strategic, integrated approach to marketing and communications,
ensuring that CSO outputs are accessible, relevant and effectively communicated to diverse
audiences.

The role involves significant engagement with internal and external stakeholders and requires the
ability to influence, advise and support senior decision-making in a complex, fast-paced
environment.

Why work in this role in CSO?

Working in this role in CSO provides an excellent opportunity to lead and shape marketing and
communications strategy and practice within a major public sector organisation and to develop your
career as a skilled marketing and communications professional.

This role gives you the opportunity to make a difference in people’s lives. The CSO’s vision is
“Independent Insight for All” and your work will be instrumental in informing the public and
supporting the delivery of policy and public services.

This senior level position offers an exciting opportunity for an ambitious, enthusiastic and
committed professional with a strong commitment to serving the public interest. The role involves
collaborative working and a willingness to take on new challenges. The successful candidate will
have a dynamic, satisfying and varied career, with competitive terms and conditions.

Principal Duties and Responsibilities

The following is an overview of the key duties and responsibilities involved in the Marketing &
Communications Manager role:-

e Provide strategic leadership across the Marketing, Social Media, Graphic Design, Events and
Irish Language functions, ensuring alignment with organisational priorities

e Develop and implement integrated marketing and communications strategies to support the
effective dissemination of official statistics

e Lead and manage multidisciplinary teams, driving high performance, supporting capability
development and fostering a culture of continuous improvement



Use data, research and insights to inform marketing and communications activity to improve
reach, engagement and impact

Develop and oversee the CSO’s brand strategy, including digital marketing, campaigns and
corporate communications

Lead the organisation’s social media strategy, enhancing engagement and accessibility of
statistical outputs

Ensure compliance with Irish language legislation and promote high-quality bilingual
communications

Develop and maintain policies, governance structures and standards relating to marketing
and communications

Manage budgets and resources effectively, ensuring compliance with public financial
management and procurement requirements

Build and maintain effective working relationships with internal stakeholders, external
partners and senior management, providing expert advice and support

Contribute to the broader work of the Communications and Dissemination Division and the
organisation as required



Key Capabilities for Effective Performance:

The attention of candidates is drawn to the key capabilities that have been developed for posts at this
level, see Appendix 1. Candidates must be able to demonstrate the capabilities required for effective
performance at this level.

The selection process will be underpinned by the capability framework. This provides an
opportunity to look more broadly and holistically at a candidate. While past experience is a good
predictor of performance the capability framework also takes into consideration a candidate’s
behaviours, skills, strengths, knowledge, values, motivation and interests. Applicants will be
expected to demonstrate that they have the attributes, knowledge and skills required to operate at
Assistant Principal Officer level and will be evaluated against the centrally agreed Capability
Framework for the grade of Assistant Principal Officer.

Capability
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Capability Frameworks for Civil Service Grades

There are four Dimensions under the capability framework that have been developed for posts at
Assistant Principal Officer level and they are:

¢ Building Future Readiness.

e Communicating and Collaborating.
¢ Evidence Informed Delivery.

¢ Leading and Empowering.

Further information for each of the capability dimensions are provided in Appendix 1.



Eligibility to Compete and Certain Restrictions on Eligibility

Citizenship Requirements
Eligible candidates must be:

(a) A citizen of the European Economic Area (EEA). The EEA consists of the Member States of the
European Union, Iceland, Liechtenstein and Norway; or

(b) A citizen of the United Kingdom (UK); or

(c) A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the
free movement of persons; or

(d) A non-EEA citizen who has a Stamp 4 permission’ or a stamp 5 permission;.

1 please note that a 50 TEU visa, which is a replacement for Stamp 4EUFAM after Brexit, is acceptable
as a Stamp 4 equivalent.

To qualify candidates must meet one of the citizenship criteria above by the date of any job offer.

If your visa expires, this may result in your being stepped down from your employment until such time
as you have regularised your permission to work in the State.

Essential Entry Requirements

Specialist Knowledge, Expertise and Development
a) Qualifications & Experience

Given the specialised nature of the role to be filled, the successful candidate must have a
relevant qualification which is matched with experience appropriate to this Marketing &
Communications Manager (Assistant Principal Officer level) role. The onus is on you to make
sure that your application form showcases the experience you have gained to date.

Accordingly, the successful candidate must, on or before 20™ August 2026 have :-

(a) obtained a qualification at Level 8 on the National Framework of Qualifications (NFQ) major
award (i.e. an honours level degree), in a relevant discipline such as Marketing, Digital Media,
Communications, Public Relations, Social Media, Journalism, Business or a related discipline.

and

(b) at least 5 years directly relevant hands-on marketing, communications or social media
experience from your employment to date.

10



b) Additional Key Skills
The successful candidate must also have :

e Experience in developing and delivering marketing and communications strategies including
through digital channels.

e Experience in communicating complex information clearly and effectively to a range of
audiences.

11



In addition to the Essential Entry Requirements above, candidates must also be able to demonstrate
that they possess the skills/capabilities identified as necessary for the role as outlined in the
Capability Framework for the role of Marketing & Communications Manager (Assistant Principal
Officer level) in the CSO.

Vacancies and Location

The role is based in Cork.

Working Environment

Candidates should be aware that requirements in relation to working onsite at their place of work will
be in line with the CSO Blended Working Policy.

The Marketing & Communication Manager role may involve some travel and some weekend/out of
hours work. Where this occurs, Civil Service travel and subsistence rated will apply.

Competition Process
How to Apply

Applications should be made online through https://www.cso.ie/en/aboutus/careers/recruitment/

Before applying candidates should log-on to and ‘Create Account’ to create your profile (register a
new account). Please do not confuse registering (creating a profile) with submitting an application
form.

Once you have created a profile, you must then access the application form, complete and submit it.
All sections of the form must be fully completed. Once you have submitted your application form, it is
suggested that you return to the CSO Career candidate login page CSO Recruitment Portal and access

your account with your username and password, to ensure that your application has been successfully
submitted via ‘Review Application’.

Only applications fully submitted online will be accepted into the campaign. Applications will not be
accepted after the closing date. A Curriculum Vitae is not required and should not be submitted.

Closing Date

Your application must be submitted through the CSO Careers Portal on the CSO website no later than
3:00pm on Thursday 20* August 2026. The CSO Careers Portal will automatically close for applications
at this time. Applicants are advised to submit applications 24 hours in advance, in case of any
unforeseen events. No late applications can be accepted.

If you do not receive an acknowledgement of receipt of your application within 24 hours of applying,
please email competitions_ap@cso.ie You are advised to check your CSO Careers Portal message
board on a regular basis as email notifications of updates/tests/interviews etc. will be issued to your
message board.

Please note that all updates to your message board will be notified to you through your personal email
as provided on the CSO Careers Portal, therefore it is imperative that you check your spam/junk
folders on a regular basis.

12


https://www.cso.ie/en/aboutus/careers/recruitment/
https://scanner.topsec.com/?d=1940&r=show&u=https%3A%2F%2Fcsorecruitment.tal.net%2Fvx%2Flang-en-GB%2Fmobile-0%2Fappcentre-1%2Fbrand-4%2Fcandidate%2Fjobboard%2Fvacancy%2F3&t=d1c2a378f0cad08f919595ed3e811272557d9390
mailto:competitions_ap@cso.ie

The onus is on each applicant to ensure that they are in receipt of all communication from the CSO.
The CSO accept no responsibility for communication not accessed or received by an applicant.
Candidates should make themselves available on the date(s) specified by the CSO and should make
sure that the contact details specified on the application form are correct.

It is envisaged that interviews for this post are likely to be held in September 2026 in our Cork office.

The CSO will primarily issue the majority of communications electronically via the CSO Careers Portal.
You are advised to check your emails, including your spam inbox, on a regular basis There may,
however, still be a necessity to issue some correspondence by hard copy mail.

13



Accessibility, Disability and Reasonable Accommodation for the
Selection Process

We are committed to promoting equality of opportunity and to ensuring that our recruitment
processes are accessible and inclusive for all candidates.

If you have a disability or if you think you may require a reasonable accommodation at any stage of
the selection process, we strongly encourage you to make this known at the earliest opportunity so
we can ensure you get the support you need. Such accommodations may include adjustments to the
format or delivery of assessments, additional time, or other tailored supports.

All requests for reasonable accommodations will be considered on a case-by-case basis, having
regard to the individual circumstances, in line with best practice and current legislation Having a
disability or requiring adjustments will not impact your progress in the selection process, and you
will not be disadvantaged by disclosing your disability or requirements. All information provided in
this context will be treated as strictly confidential.

Any special requirements that an applicant may have in order to participate in the competition,
should be advised to Ms. Niamh Forde, Disability Liaison Officer, dlo@cso.ie

Candidates who wish to discuss or request a reasonable accommodation should contact the
recruitment team at competitions_ap@cso.ie as early as possible.

Candidates should provide sufficient detail regarding the nature of the accommodation required to
assist in making appropriate arrangements. Where necessary, we may seek supporting medical or
professional documentation to facilitate the assessment of the request.

We are committed to engaging with candidates to ensure, insofar as practicable, that appropriate
supports are put in place to enable equitable participation in the recruitment process for all
candidates.

Selection Process

The selection process may include some or all of the following elements:

e  Shortlisting of candidates based on the information contained in their application form;
° Presentation or other exercises;
e Afinal competitive interview:

On completion of the selection process a panel will be formed in order of merit from which candidates
may be called. This panel will remain in place for a period of 2 years from the date of establishment
of the panel or upon exhaustion of this panel, whichever is earlier. The CSO is an equal opportunity
employer. Assignments will be made based on qualifications and the ability to carry out the
responsibilities of the grade or post.

Should similar type vacancies arise elsewhere in the Civil Service candidates may be drawn from this
competition.

14
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Shortlisting

If the number applying for the position is such that it would not be practical to interview everyone,
the CSO may decide that only a certain number will be called to interview. In this respect a short-listing
board will examine the application forms and assess them against pre-determined criteria based on
the requirements of the position.

In this respect, the CSO provides for the use of a shortlisting process to select a group for interview
who, based on the documentation provided by the applicants, appear to be most suitable for
progression to the next stage of the competition. 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. The Office reserves the right
to make a decision on the appropriate format once the application deadline has passed.

Therefore, it is, in the applicant’s own interests to provide a detailed and accurate account of their

gualifications/experience on the application form.

15



Interview Stage

At interview, candidates will be required to provide specific and detailed examples of past or current
experiences which demonstrate the skills and capabilities required for the role of Marketing &
Communications Manager (Assistant Principal Officer level). These skills and capabilities will be
thoroughly and systematically explored at interview, in order to determine suitability for the role.

As part of the selection process candidates will be required to give a presentation to the interview
board (presentation topic will be confirmed in advance of the interviews).

The stage will consist of an interview covering the applicant’s career to date, with a view to eliciting
evidence, from the following four Capabilities Framework dimensions:

e Building Future Readiness

e Communicating and Collaborating
e Evidence Informed Delivery

e Leading and Empowering

The interview board will consider the candidate’s behaviours, skills, strengths, knowledge, values,
motivation and interests as well as experience, suitability and readiness for the role of Marketing &
Communications Manager (Assistant Principal Officer level) in the Central Statistics Office. There is a
new category within the scoring system that recognises candidate potential. For this role candidates
may demonstrate potential in one dimension but still come through the process as successful if they
pass all other areas. The purpose of the ‘potential’ category is to offer flexibility to candidates who
have not demonstrated sufficient evidence to pass the area outright, but do show transferrable skills,
knowledge in principle, good understanding of the area, motivation to learn and potential to quickly
develop their capability.

Interviews will be conducted in person.

Availability and Admission

During the selection process, the onus is on all applicants to make themselves available on the date(s)
specified by the CSO and to make whatever arrangements are necessary to ensure that they receive
communications sent to them at the contact details specified on the CSO Careers Portal.

The CSO will not be responsible for refunding any expenses incurred by candidates. The admission of
a person to a competition, or invitation to attend interview is not to be taken as implying that the CSO
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.

Prior to recommending any candidate for appointment to this position, the CSO will make all such
enquiries that are deemed necessary to determine the suitability of that candidate. Until all stages of

16



the recruitment process have been fully completed, a final determination cannot be made nor, can it
be deemed or inferred that such a determination has been made. Should the person recommended
for appointment decline, or having accepted it, relinquish it or if an additional vacancy arises the board
may, at its discretion, select and recommend another person for appointment on the results of this
selection process.

References

It would be helpful if you would start considering names of people who you feel would be suitable
referees that we might consult (2 - 3 names and contact details). The referees should be able to
provide relatively recent information on your performance and behaviour in a work context. You may
wish to select referees that can provide such information from different perspectives or in different
work contexts. You should include the names of your referees when applying for the position on
https://www.cso.ie/en/aboutus/careers/recruitment/

Please be assured that we will only contact referees should you be successful at final interview; we
will require a reference from your current employer prior to recommendation for appointment.
Successful candidates will be required to complete a number of clearance processes such as Health
and Character Declaration, Garda Vetting, and any other relevant checks required for the particular
role.

Security Clearance

You will be required to complete and return a Garda eVetting form should you come under
consideration for appointment. This form will be forwarded to An Garda Siochana for security checks
on all Irish and Northern Irish addresses at which you resided.

If you have resided/studied in countries outside of the Republic of Ireland for a period of 6 months or
more in the last five (5) years,, it is mandatory for you to furnish a Police Clearance Certificate from
those countries stating that you have no convictions recorded against you while residing there. You
will need to provide a separate Police Clearance Certificate for each country you have resided in.
Clearance must be dated after the date you left the country.

It is your responsibility to seek security clearances in a timely fashion as they can take some time.
You cannot be appointed without this information being provided and being in order.

The Importance of Confidentiality

Subject to the provisions of the Freedom of Information Acts, 2014, applications will be treated in
strict confidence. All enquiries, applications and all aspects of the proceedings are treated as strictly
confidential and are not disclosed to anyone, outside those directly involved in that aspect of the
process. Certain items of information, not specific to any individual, are extracted from computer
records for general statistical purposes.

17
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Review Procedures

The selection process for this competition is being carried out in accordance with the principles set
out in the Code of Practice for Appointment to Positions in the Civil Service and Public Service. This
Code of Practice can be accessed through the Commission for Public Service Appointments website at
Www.cpsa.ie.

Information regarding review procedures is set out in Sections 7 and 8 of the above Code of Practice.
(The two procedures are mutually exclusive. Where a formal review has taken place under Section 7
of the Code, you may not seek a further review of the same process under Section 8, other than in the
most exceptional circumstances that will be determined by the Commission at its sole discretion.)

e Informal Review: Where possible, and only with the agreement of the candidate, every effort
will be made to resolve any issues/complaints by way of an informal process.(See section 6 of
CPSA Code of Practice)

e Section 7 review procedures apply in cases where a candidate is unhappy with an action or
decision in relation to his/her candidature (but does not believe there was a breach of the
Code of Practice).

e Section 8 review procedures apply where a candidate believes that an aspect of the process
breached the CPSA’s Code of Practice.

Requests for Review

Where a candidate requests a review, they should determine which procedure is appropriate to their
circumstances, i.e. Informal or Formal, Section 7 or Section 8. The candidate must submit their request
within the timelines specified in the Code of Practice. These timelines are restricted in order to ensure
that corrective action can be taken, if necessary, without delaying the process for other candidates.
Candidates must clearly set out the grounds for review and specify the relevant Section of the Code.
A request for a review may be refused if the candidate cannot support their request.

A candidate is entitled to an acknowledgement, within 3 days of a request for formal review, and the
outcome of the review must be provided to them within 25 working days of receipt of the request. If
it is not possible to complete the review within this time, you will be informed of the status of the
review and the reasons for the delay.

18
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Timelines for review requests are as follows:

SECTION 7 Review

SECTION 8 Complaint

Interim stage of competition

- Request for Informal Review — 5 working days after
receipt of selection decision

- Request for Formal Review — 5 working days after
receipt of informal review decision

Final stage of competition

- Request for Informal Review —5 working days after
receipt of selection decision

- Request for Formal Review — 5 working days after
receipt of informal review decision.

CPSA — 10 working days after receipt of decision arising
from office holder’s formal review. Once the candidate
receives the result of formal section 7 and remains
unsatisfied, they can approach the commission to
review their complaint under section 8 in exceptional
circumstances (at the discretion of the commission).

Interim and Final stages of competition

- Request for Informal Complaint — 5 working days
after receipt of selection decision

- Request for Formal Complaint — 5 working days
after notification of decision arising from informal
complaint or without delay where candidate does
not avail of informal complaint

- CPSA — 10 working days after receipt of formal
complaint decision.

Candidates’ Obligation

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

process.

Candidates must not:
e knowingly or recklessly provide false information

e canvass any person with or without inducements
e  personate a candidate at any stage of the process

e interfere with or compromise the process in any way.

It is important to remember that this is a competitive process for a role where integrity is paramount.

Sharing information on the selection process e.g., through social media or any other means, may result

in you being disqualified from the competition. A third party must not personate a candidate at any

stage of the process.

Deeming of Candidature to be Withdrawn

The onus is on candidates to make themselves available for interview and requests for postponements

will not be considered. Candidates who do not attend for interview or other tests when and where

required by the CSO, or who do not when requested, furnish such evidence as the CSO requires in

regard to any matter relevant to his/her/their candidature, will have no further claim to consideration.
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Request for Feedback

Feedback in relation to the selection process is available by written request. Please note that the
Review Process as set out in the Code of Practice is a separate process with specified timeframes that
must be observed.

Specific Candidate Criteria
Candidates must:
e  Have the knowledge and ability to discharge the duties of the post concerned;
e  Be suitable on the grounds of character;
e  Be suitable in all other relevant respects for appointment to the post concerned.

If successful, they will not be appointed to the post unless they:

(a) Agree to undertake the duties attached to the post and accept the conditions under which the
duties are, or may be required to be, performed.

(b) Are fully competent and available to undertake, and fully capable of undertaking, the duties
attached to the position.

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 our attention.
Feedback will be provided on written request.

General Data Protection Regulation (GDPR)

The General Data Protection Regulation (GDPR) came into force on the 25" of May 2018, replacing
the existing data protection framework under the EU Data Protection Directive. When your application
form is received, we create a record in your name, which contains much of the personal information
you have supplied. This personal record is used solely in processing your candidature and should you
be successful certain information will be retained by the CSO’s HR division for employment purposes.
Such information held is subject to the rights and obligations set out in the Data Protection Acts, 1988
to 2018.

To make a request under the Data Protection Acts 1988 to 2018, please submit your request in
writing to: The Data Protection Officer, Central Statistics Office, Skehard Road, Cork, T12 X00E or
email dpo@cso.ie. Certain items of information, not specific to any individual, are extracted from
records for general statistical purposes.

Principal Conditions of Service

The appointment is subject to the Civil Service Regulation Acts 1956 to 2005, the Public Service
Management (Recruitment and Appointments) Act 2004, and any other Act for the time being in force
relating to the Civil Service.
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Salary — Assistant Principal Officer (PPC) Standard
The salary scale for this position effective from 1% June 2026 is as follow:

€83,113, €86,173, €89,277, €92,390, €95,499, €97,292, €100,427", €103,5762

! After three years satisfactory service at the maximum
2 After six years satisfactory service at the maximum.

The PPC pay rate applies when the individual is required to pay a Personal Pension Contribution
(otherwise known as a main scheme contribution) in accordance with the rules of their main/personal
superannuation scheme. This is different to a contribution in respect of membership of a Spouses’ and
Children’s scheme, or the Additional Superannuation Contributions (ASC).

A different rate will apply where the appointee is not required to make a Personal Pension
Contribution.

Important Notice
Candidates should note that, entry will be at the minimum of the scale and will not be subject to
negotiation.

Candidates should note that the rate of remuneration may be adjusted from time to time in line with
Government pay policy. Increments may be awarded annually subject to satisfactory performance,
and 2 Long Service Increments (LSI) are currently payable after 3 and 6 years satisfactory service at
the maximum of the scale. Different terms and conditions may apply if immediately prior to
appointment the appointee is a currently serving civil or public servant.

The appointee will agree that any overpayment of salary, allowances, or expenses will be repaid by
you in accordance with Circular 07/2018: Recovery of Salary, Allowances, and Expenses Overpayments
made to Staff Members/Former Staff Members/Pensioners.

Tenure and Probation
The appointment is to a permanent position on a probationary contract in the Civil Service.

The probationary contract will be for a period of 9 months from the date specified on the contract.
During the period of your probationary contract, your performance will be subject to review by your
supervisor(s) to determine whether you:

l. Have performed in a satisfactory manner,
Il. Have been satisfactory in general conduct, and
Il. Are suitable from the point of view of health with particular regard to sick leave.

Prior to the completion of the probationary contract a decision will be made as to whether or not you
will be retained pursuant to Section 5A (2) Civil Service Regulation Acts 1956 — 2005. This decision will
be based on your performance assessed against the criteria set out in (i) to (iii) above. The detail of
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the probationary process will be explained to you by the Central Statistics Office, and you will be given
a copy of the Department of Public Expenditure and Reform’s guidelines on probation.

Notwithstanding the preceding paragraphs in this section, the probationary contract may be
terminated at any time prior to the expiry of the term of the contract by either side in accordance with
the Minimum Notice and Terms of Employment Acts, 1973 to 2005.

In the following circumstances your contract may be extended, and your probation period suspended.

e The probationary period stands suspended when an employee is absent due to Maternity or
Adoptive Leave.

e |n relation to an employee absent on Parental Leave or Carers Leave, the employer may
require probation to be suspended if the absence is not considered to be consistent with the
continuation of the probation and

e Any other statutory provision providing that probation shall -

(i) stand suspended during an employee’s absence from work, and
(ii) be completed by the employee on the employees return from work after such
absence.

Where probation is suspended the employer should notify the employee of the circumstances relating
to the suspension.

All appointees will serve a 9 month probationary period. If an appointee who fails to satisfy the
conditions of probation has been a serving civil servant immediately prior to their appointment from
this competition, the issue of reversion will normally arise. In the event of reversion, an officer will
return to a vacancy in their former grade in their former Department
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Organisation of Working Time Act 1997

The terms of the Organisation of Working Time Act 1997 will, where appropriate, apply to this
placement.

Headquarters

An officer’s headquarters will be such as may be designated from time to time by the Head of the
Department, and for this role will be CSO Cork. When required to travel on official duty the appointee
will be paid appropriate travelling expenses and subsistence allowances, subject to normal civil service
regulations.

Hours of Attendance

Hours of attendance will be as fixed from time to time but will amount to on average not less than 41
hours and 15 minutes gross or 35 hours net per week. The position holder will be required to work a
five-day week. The CSO has a flexible attendance scheme in place which allows staff flexibility around
times of attendance.

Annual Leave

The annual leave allowance for the position of Assistant Principal Officer is 30 days. This allowance is
subject to the usual conditions regarding the granting of annual leave in the civil service, is based on a
five-day week and is exclusive of the usual public holidays.

Flexible and Family Friendly Policies

As an Employer of Choice, the Civil Service has many flexible and family friendly policies e.g. Blended
Working, Work-sharing, Shorter Working Year, etc. All elective policies can be applied for in
accordance with the relevant statutory provisions and are subject to the business needs of the
organisation.

Health

A candidate for and any person holding the office must be fully competent and capable of undertaking
the duties attached to the office and be in a state of health such as would indicate a reasonable
prospect of ability to render regular and efficient service.

Secrecy, Confidentiality and Standards of Behaviour: Official Secrecy
and Integrity

During the term of the temporary contract, an appointee will be subject to the Provisions of the Official
Secrets Act, 1963, as amended by the Freedom of Information Act 2014. The appointee will agree not
to disclose to unauthorised third parties any confidential information either during or subsequent to
the period of employment.

Civil Service Code of Standards and Behaviours’

The appointee will be subject to the Civil Service Code of Standards and Behaviours.
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Character

A candidate for and any person holding the office must be of good character.

Ethics in Public Office Act 1995

The Ethics in Public Office Acts 1995 will apply, where appropriate, to this employment.

Statistics Act 1993

The appointee will become an Officer of Statistics under the Act and they will be required to sign an
undertaking not to divulge any information obtained in the course of their duties to any unauthorised
person or body.

Prior Approval of Publications

An officer will agree not to publish material related to their official duties without prior approval by
the Head of the Department / Organisation or by another appropriate authorised officer.

Political Activity

During the term of employment, the appointee will be subject to the rules governing civil servants and
politics. Civil Servants and Political Activity

Outside Employment
The position will be whole time, and the appointee may not engage in private practice or be connected
with any outside business, which conflicts in any way with their official duties, impairs performance
or compromises their integrity.

Further details and circulars regarding these terms and conditions can be found on the following
website: https://www.gov.ie/en/circulars/

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 this placement which will be set out in the
employment contract to be agreed with the successful candidate.
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Appendix 1 — Assistant Principal Officer Capability Framework

Assistant Principal Officer level Capability Framework. Please see attached link to view the
Capability Framework for AP: Assistant Principal Officer

Assistant Principal Officer

Building Evidence
Future Readiness Informed Delivery
Digital Focus, Innovation Delivering
& Upskilling for the Future Excellence
Capability:
Behaviours Analysis, Judgement
Strategy. Change & & Decision Making
Reform Sidhs
Strengths.
Leading &
. Empowering Knowiedge Communicating
Values and Collaborating
Leading. Motivating H Communicating
& Developing Motivation & Influencing
Interests
Engaging

Leading with
Specialist Insight

& Collaborating

Delivering excellent public policy and services requires us to embrace change and innovation. We strive to create an inclusive customer centric strategy and vision that keeps pace with
environmental, social and technelegical changes. Adopting an agile and digital-first approach. we will centinually upskill. change and improve how we de things to meet current and future

demands.
Digital Focus Strategic Capability & Future Focus
= Drives the digital-first agenda by ensuring that digital tools and IT solutions are explored = Actively contributes to the development and evaluation of strategic plans, focusing on the
and utilised short. medium and long term goals
= Supports the development of broader organisational and departmental policy. strategy.
Innovation & Continuous Impro and objectives
» Delivers and promotes innovative, creative and practical solutions. with @ commitment to
continuous improvemeant G | & Adaptability
= Tries new or different approaches and is willing to take appropriate risks. learn from » Strong understanding of wider Civil Service policies and relevant developments in the
mistakes and adapt Public and Private Sector
» Demonstrates awareness of changing circumstances, environment and context, with the
Upskilling for the Future ability to respond and adapt as necessary

» Committed to building own expertise. knowledge & skills for the future

= Proactively seeks development opportunities and regularly reflects on learning
experiences, with awareness of own strengths and weaknesses

» Understands what the team needs to do, to build future readiness and skills

Supporting Change & Reform

» Leads and supports others through change. highlighting the benefits and addressing
resistance, concerns or feedback

» Supports the change and reform agenda by putting forward recommendations.
implementing agreed change and fecusing on improvement

Key Sills Examples Key Skills Examples
Innovation . -;Acl{nugl:g 8; sutppor;mg Thunget
IT and digital skills GO 'CIY C‘tt strategy developmen
‘Continuous learning St{r’; set ::19 ementation
Systems thinking itegy Impi

Process improvement » Strategic thinking
Future forecasting
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Delivering excellent public policy and services requires us to make evidence based and well-informed judgements and decisions, prioritise cbjectives and effectively manage resources, using
relevant information to evaluate the delivered outcome to ensure maximum benefit for the people we serve.

©

Managing Work & Resources Analysing & Evaluating Information

» Manages a programme of work. taking ownership over own independent projects and + Can quickly gather. analyse and critically evaluate data from a range of sources. to
also overseeing team-based work identify key information

« Effectively plans and prioritises in the face of competing demands and resource + Ensures datais collected. analysed and utilised on a regular basis to support work and to
constraints, ensuring results are delivered facilitate effective decision making

= Estimates, manages and allocates resources effectively « Analyses and evaluates complex verbal and numerical information in an accurate and

timely manner

© 1t to Quality O

= Sets high standards and goals for self and others with commitment to meeting these Problem Solving

= Advocates for delivering excellence in customer service and customer experience and * Manages issues and solves problems in an informed, legical and composed manner,
instils this on others seeking additional information and inputs where necessary

Maonitors efficiencies, value for money and adheres to corporate governance requirements « Effectively deals with difficult, ambiguous situations and ‘on-the-spot’ issues. quickly
determining the best course of action

L Responding, Eval &Improving
« Quickly gets up to speed with new tasks or roles, gaining an understanding of Informed Judgement & Decision Making
requirements, relevant information and sensitivities » Makes balanced judgements and decisions, drawing from evidence, experience and
= Iz flexible, agile and resilient in the face of difficulty or emerging demands relevant policies and procedures, while also considering contextual issues or sensitivities
= Seeks feedback and evaluates delivery against required outcomes, taking action to learn, * Makes important, urgent or difficult decisions in an appropriate, timely and ethical
respond and improve manner. considering the broader implications or impact and sharing the rationale for
decisions made
Key Skills Examples Key Skills Examples
« Project management » Critical research skills
« Risk management » Data management and visualisation
+ Resource allocation « Data analytics
« Project evaluation « Critical thinking

Cost-benefit analysis

Delivering excellent public policy and services requires us to lead in our areas of expertise, inspire others and create a clear vision. We are committed to developing. supporting, and
empowering our colleagues to meet their potential and to creating a positive and inclusive work environment where everyone's contribution is valued.

Developing, Motivating & Supporting Performance Adding Value with Specialist Expertise
= Ensures their team have exposure to development opportunities, strategically delegating » Demonstrates a high degree of specialist expertise and knowledge in their area
tasks or projects and considering existing strengths and development needs = Adds value to the organisation and department by utilising their specialist expertise to
» Supports and motivates high performance by providing recognition. guidance. coaching meet the business needs and shape broader policy or strategy
and regular feedback
= LUtilises and premeotes both formal and informal performance management technigues Leading & Advocating
= Leads and provides direction, through openly sharing insights, knowledge. evidence and
Vision, Purpose & Authenticity rationale in a non-technical manner
= Creates and communicates a clear vision and goals = Advocates and explains the value of their area or expertise and why it is necessary to
= Shows authenticity. passion and commitment to their work and reminds the team of the pricritise
wider purpose and impact = Recognised as a thought leader or subject matter expert in their area of expertise,
» Leads with integrity. honesty. transparency and accountability providing guidance. knowledge and leadership
Empowerment, Psychological Safety & Inclusion Building Networks, Knowledge & Insights
= Creates aninclusive, psychologically safe and open team environment = Gains insight and expertise through engaging with internal, external and international
= Empowers their team by fostering autonomy. trust and honest communication experts and colleagues
= Asaleader, champions equality. diversity and inclusion, taking meaningful action through = Represents the organisation and department at formal and informal events, with
the work of their organisation and department and in supporting a diverse workforce professionalism and awareness
« Committed to continuous professional development, actively engaging in relevant courses,
Social & Emotional Intelligence conferences and activities to keep knowledge up to date

» Openly pricritises the wellbeing of self and others. instiling a culture of support. empathy
and consideration

= Demonstrates high self-awareness and ability to manage own emotions and behaviour,
particularly in challenging situations

Key Skills Examples

» Performance management

. Couchlrfg and providing feedback Key Skills Examples

= Managing remote or blended teams L . R
= Specialist skills in own area of expertise
+ Research

» Networking
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Communicating and Collaborating

Delivering excellent public policy and services requires us to work together. build relationships and collaborate enabling a joined up, whole-of-Government approach. Effective engagement
«and communication with our customers, clients and colleagues will enhance and build trust in our services.

Communicating & Influencing

Communicating Effectively & Listening to Understand
Communicates and presents in a clear. professional. engaging and efficient manner. across

verbal. digital and written communications

Demonstrates understanding of own communication approach, adjusting style as
appropriate for the audience

Appreciates diversity and makes an active effort to involve different people, to bring
challenge and alternative viewpoints

Influencing & Negotiation Skills

Tactfully influences and persuades others and considers compromise when necessary
Develops an understanding of context, sensitivities and differing perspectives, when
engaging in discussions or negotiations

Approaches difficult discussions. conflict or negotiations with respect, thoughtfulness.

composure and self-assurance

Key Skills Examples
ﬁ = Languages eg. Gaeilge
e = Written skills
‘EE + Presenting

« Active listening
Facilitating and chairing skills

Influencing and storytelling

27

Engaging & Collaborating

Relationship Building & Stakeholder Engagement
« Utilises interpersonal skills to build and maintain working relationships within and outside
of own area, team and department and organisation
= Engages and consults regularly with relevant stakeholders, managing expectations and
providing insightful. open and transparent updates

Collaboration, Consultation & Cross-Functional Working
« Maximises opportunities to collaborate by asking the right questions, offering support,
being proactive and showing understanding of others’ objectives
« Proactively involves and consults with others. across all workplace arrangements such as
remote, hybrid or blended or office-based

Key Skills Examples
Collaboration

..
tE=

Cross-functional working

Networking

» Relationship building & interpersonal skills
Social intelligence



Appendix 2 — Other Relevant Job Information

Requirement to advise of previous Civil/Public Service Employment

Itis important that candidates list their previous civil or public service employment if they have availed
of a voluntary redundancy or retirement scheme and / or are in receipt of an ill-health retirement
pension.

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 not eligible to apply 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 1st 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. People who availed of the VER scheme are not eligible to compete in this competition.
People who availed of VRS scheme and who may be successful in this competition will have to prove
their eligibility (expiry of period of non-eligibility).

Collective Agreement: Redundancy Payments to Public Servants

The Department of Public Expenditure and Reform letter dated 28th June 2012 to Personnel Officers
introduced, with effect from 1st June 2012, a Collective Agreement which had been reached between
the Department of Public Expenditure and Reform and the Public Services Committee of the ICTU in
relation to ex-gratia Redundancy Payments to Public Servants. It is a condition of the Collective
Agreement that persons availing of the agreement will not be eligible for re-employment in the public
service by any public service body (as defined by the Financial Emergency Measures in the Public
Interest Acts 2009 — 2011) for a period of 2 years from termination of the employment. People who
availed of this scheme and who may be successful in this competition will have to prove their eligibility
(expiry of period of non-eligibility)

Department of Environment, Community & Local Government (Circular Letter LG (P) 06/2013)

The Department of Environment, Community & Local Government Circular Letter LG (P) 06/2013
introduced a Voluntary Redundancy Scheme for Local Authorities. In accordance with the terms of the
Collective Agreement, Redundancy Payments to Public Servants dated

28 June 2012 as detailed above, it is a specific condition of that VER Scheme that persons will not be
eligible for re-employment in any Public Service body [as defined by the Financial Emergency
Measures in the Public Interest Acts 2009 — 2011 and the Public Service Pensions (Single Scheme and
Other Provisions) Act 2012] for a period of 2 years from their date of departure under this Scheme.
These conditions also apply in the case of engagement/employment on a contract for service basis
(either as a contractor or as an employee of a contractor).
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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.

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, who will be paying Class A rate of PRSI, will be required to sign a mandate authorising the
Department of Social Protection to pay any benefits due under the Social Welfare Acts directly to the
CSO. Payment during illness will be subject to the officer making the necessary claims for social
insurance benefit to the Department of Social Protection within the required time limits.

Superannuation and Retirement

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, an appointee
who has never worked in the Public Service will be offered appointment based on membership of the
Single Public Service Pension Scheme (“Single Scheme”). Full details of the Scheme are at
www.singlepensionscheme.gov.ie

Where the appointee has worked in a pensionable (non-single scheme terms) Public Service job in the
26 weeks prior to appointment or is currently on a career break or special leave with/without pay
different terms may apply. The pension entitlement of such appointees will be established in the
context of their Public Service employment history.

Key provisions attaching to membership of the Single Scheme are as follows:
- Pensionable Age: The minimum age at which pension is payable is the same as the
age of eligibility for the State Pension, currently 66.
- Retirement Age: Scheme members must retire on reaching the age of 70;
- Career average earnings are used to calculate benefits (a pension and lump sum
amount accrue each year and are up-rated each year by reference to CPl);
- Post retirement pension increases are linked to CPI.

Pension Abatement

If the appointee has previously been employed in the Civil or Public Service and is in receipt of a
pension from the Civil or Public Service or where a Civil/Public Service pension comes into payment
during his/her re-employment that pension will be subject to abatement in accordance with Section
52 of the Public Service Pensions (Single Scheme and Other Provisions) Act 2012. Please note: In
applying for this position, you are acknowledging that you understand that the abatement
provisions, where relevant, will apply. It is not envisaged that the employing Department/Office

will support an application for an abatement waiver in respect of appointments to this position.
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However, if the appointee was previously employed in the Civil or Public Service and awarded a
pension under voluntary early retirement arrangements (other than the Incentivised Scheme of Early
Retirement (ISER), the Department of Health Circular 7/2010 VER/VRS or the Department of
Environment, Community & Local Government Circular letter LG(P) 06/2013, any of which renders a
person ineligible for the competition) the entitlement to that pension will cease with effect from the
date of reappointment. Special arrangements may, 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.

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).

lll-Health-Retirement

Please note any person who previously retired on ill-health grounds under the terms of a
superannuation scheme are required to declare, at the initial application phase, that they are in
receipt of such a pension to the organisation administering the recruitment competition.

Applicants will be required to attend the Chief Medical Officer’s (CMO) office to assess their ability to
provide regular and effective service taking account of the condition which qualified them for IHR.

Appointment post lll-health retirement from Civil Service
If successful in their application through the competition, the applicant should be aware of the
following:

1. If deemed fit to provide regular and effective service and assigned to a post, their civil
service ill-health pension ceases.

2. If the applicant subsequently fails to complete probation or decides to leave their assigned
post, there can be no reversion to the civil service IHR status, nor reinstatement of the civil
service IHR pension, that existed prior to the application nor is there an entitlement to same.

3. The applicant will become a member of the Single Public Service Pension Scheme (SPSPS)
upon appointment if they have had a break in pensionable public/civil service of more than
26 weeks.

Appointment post lll-health Retirement from Public Service:
1. Where an individual has retired from a Public Service body their ill-health pension from that

employment may be subject to review in accordance with the rules of ill-health retirement
under that scheme.

30



2. If an applicant is successful, on appointment the applicant will be required to declare
whether they are in receipt of a Public Service pension (ill-health or otherwise) and their Public
Service pension may be subject to abatement.

3. The applicant will become a member of the Single Public Service Pension Scheme (SPSPS)
upon appointment if they have had a break in pensionable public/civil service of more than
26 weeks.

Please note more detailed information in relation to pension implications for those in receipt of a civil
or Public Service ill-health pension is available upon request to CSO.

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 pre-existing public service pension scheme (i.e. non-Single Scheme) as per
the 2012 Act shall apply. This 40-year limit is provided for in the Public Service Pensions (Single Scheme
and Other Provisions) Act 2012. This may have implications for any appointee who has acquired
pension rights in a previous public service employment.

Additional Superannuation Contribution

This appointment is subject to the Additional Superannuation Contribution (ASC) in accordance with
the Public Service Pay and Pensions Act 2017. Note: ASC deductions are in addition to any pension
contributions (main scheme and spouses’ and children’s contributions) required under the rules of
your pension scheme.
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