INTERNAL ADVERTISEMENT

Developmental Manager, Department of Obstetrics & Gynaecology 
                              (1 Year Fixed Term, Externally Funded Contract Post)
Applications are invited from UCC staff members for the above whole time fixed term, externally funded post. Reporting to the Head of Department, this job includes executive responsibility and accountability for development/management of administrative systems, procedures and actions in:

· Department of Obstetrics & Gynaecology
· Anu Research Centre
· Cork Obstetrics & Gynaecology Associates.  
The post holder must ensure excellence in the following areas: financial and human resource management, and developing and enhancing the undergraduate and postgraduate curriculum. This includes planning for the development of new programmes in Obstetrics & Gynaecology, promoting excellence in teaching, strategic planning and interactions with industry.  
The successful candidate will have a degree and extensive professional experience, and will have a core management function involving responsibility for a wide range of key duties for achieving short-term and long-term goals. He/She will have extensive contact of a discretionary decision-making nature with academic staff, students, other University offices/units/departments and a wide variety of other external contacts.  The post-holder will provide a lead in developing the integration of the clinical and academic functions in Obstetrics & Gynaecology. A key role is to ensure that the Department of Obstetrics & Gynaecology and the Anu Ireland Research Centre maximize the revenue resources available from the clinical domain.  He/She will be responsible for departmental office management and will be involved in decision making and judgements on behalf of the Professor of Obstetrics & Gynaecology.

Principal / Regular Duties and Responsibilities:
FINANCE & BUDGETS
· To manage and monitor all aspects of the financial and budgetary issues within the Department of Obstetrics & Gynaecology and Anu Ireland Research Centre with consultation with the Head of Department 
· To manage purchasing and cost controls; to prepare budgetary submissions for the Head of Department. 
DEPARTMENTAL ADMINISTRATION & MANAGEMENT
· To contribute to and facilitate the setting up strategic direction for the Department of Obstetrics & Gynaecology.
· To devise fundraising/promotion/marketing strategies for the Department of Obstetrics & Gynaecology and the Anu Ireland Research Centre.

·  To provide an administrative structure for Cork Obstetrics & Gynaecology Associates and to put in place a sustainable administrative “bridge” between Cork Obstetrics & Gynaecology Associates and the Department of Obstetrics & Gynaecology
· To organise departmental meetings, including prep of agenda and all documentation; write minutes & reports to Medical School/Faculty and other bodies.
· To participate as member of the departmental committees and prepare and briefs for Head of Department.
· To contribute to the formulation of policy for the Department of Obstetrics & Gynaecology.

· To optimise the relationship between external bodies including commercial organisations

· On occasion, represent the Head of Department, both within and outside of the department and Faculty.
· To facilitate and optimize the close relationship with the management structures of Cork University Maternity Hospital.
· To handle complex and non-routine enquiries.

· To manage and act as editor of the departmental website.

· To specifically manage the ongoing relationship with Anu Ireland

· The management of office and supervision of staff.
· To plan and manage own work;  
· Responsibility for normal day-to-day management of administrative staff of the Department of Obstetrics & Gynaecology, Anu Ireland Research Centre and Cork Obstetrics & Gynaecology Associates.
· To pay special attention to development of inter-departmental and inter-discipline programmes.

· To work closely with the Head of Department to develop new undergraduate and postgraduate teaching programmes
· To work with commercial companies in optimising the opportunities for developing Cork University Maternity Hospital and the Department of Obstetrics & Gynaecology as centre for postgraduate training and research

· Develop effective inter-personal relationships with all the staff in all part of the Department of Obstetrics & Gynaecology
Selection Criteria 

Candidates will be required to demonstrate at shortlisting and interview that they possess the ability and experience to fulfill the above duties, and meet the following criteria:
· Be of graduate calibre

· Posess a demonstrated record of experience, achievement and success at a senior level appropriate to the key responsibilities of this post.

· Demonstrate excellence in financial and human resource management

· Relevant experience of working in an administrative capacity at senior level  and dealing with staff and external agencies

· Excellent IT skills including word processing, Access, Excel, Powerpoint, e-mail, the internet and other appropriate tools and packages 
· Excellent interpersonal skills, ability to deal effectively, efficiently and appropriately with staff, senior managers, public and external organisations 
· Experience of developing new administrative systems 

· Excellent written communication skills, ability to write clearly and accurately to produce work of a high standard including taking minutes 
· Excellent organisational skills and experience of working to deadlines whilst coping with competing priorities 
· Developed ability to work effectively within a team and to build and maintain effective working relationships 
· Ability to deal flexibly with a range of different demands about a wide variety of subjects and prioritise a varied workload 
· Experience in managing staff 
· Proactive and positive approach to work 
· Ability to work on own initiative and a proactive approach to decision making 
· Ability to maintain confidentiality 
· A clear understanding of, and commitment to, equal opportunities and diversity, and the commitment to promote high standards of conduct, integrity and probity 
CONDITIONS OF EMPLOYMENT

Appointment will be within the following salary scale depending on qualifications and experience: €68,616 - €90,383 (Scale A)  / €72,224 - €95,142 (Scale B)

Annual leave is 26 working days per annum pro rata pro rata, with additional leave at prescribed times, total 34 days per annum pro rata.

Normal wholetime hours of duty are Monday to Friday, 9.15 a.m. to 5.00 p.m. with 70 minutes for lunch.   Due to the nature and seniority of the post, however, it may be necessary to extend and vary these hours from time to time in order to meet the exigencies of the post.   
Sick Leave:  Subject to certain conditions staff may be allowed up to 130 working days, (6 months) sick leave at full pay pro rata and a further 130 working days pro rata, at half pay in any 12-month period.  This is subject to the staff member not exceeding 260 working days pro rata, (1 year) sick leave, at either full or half pay, in any period of 4 years.

The tenure of the post is a one year fixed term contract. The nature of this employment contract is fixed term due to this being an externally funded post in an expanding area.  It is based on the following provisions:
(a) A probationary period of three months shall apply from commencement of employment in the post during which the contract of employment may be terminated by either party in accordance with the Minimum Notice and Terms of Employment Acts, 1973 to 2001. The probationary period may be extended at the discretion of the University.

(b) Except in circumstances of gross misconduct justifying immediate dismissal, the appointee will receive one month's notice of termination of employment, or, if greater, such notice as is provided for in a minimum notice in terms of Employment Act, 1973.

(c) The appointee is required to give one month's notice of termination of employment.

(d) Under the Public Service Superannuation Act 2004, for all new entrants to the Public Sector on or after April 2004, the normal retirement age is 65.  It is no longer possible therefore to retire before age 65.
This appointment may be made on a secondment basis only with the agreement of the   appointee’s current head of department.   
Pension: Membership of the UCC Pension Scheme is applicable to this appointment. 

 In addition, additional dependants’ benefits can be provided by membership of the Voluntary Life Assurance Scheme.
Membership of the Group Personal Accident Scheme shall apply to all employees, subject to individual acceptance by the Insurance Company.  The salary quoted is subject to a deduction from salary at the rate of .001%

Voluntary Health Insurance:  A number of private health group schemes are operated within the University.  Further detail is provided on appointment and contributions may be deducted from salary on request.

Additional benefits: We offer progressive employment and training policies including opportunities for further studies.  Staff can avail of membership of a variety of clubs and societies and a wide range of facilities on campus, including a leisure centre.
Certificates and Testimonials:  These documents should not be sent with the application.  Candidates who are selected for interview will be requested to submit the necessary documentation.  
Note: Candidates should note that any inaccurate information will invalidate their application.
Please note that if you are considering applying for this post you must be able to supply proof of the right to work in Ireland.  If you do not have the right to work in Ireland you would need to obtain a work permit.   We are obliged by European law to appoint people who are citizens of the European Economic Area (EEA) where possible.  Where there is no skills shortage for a particular post, it is highly unlikely that a work permit would be granted.

Each candidate must complete an application form for the post. Please indicate clearly on the application form, which post is being applied for.

An application form must be completed and is available from http://www.ucc.ie/en/hr/policies/forms/application/
Completed application forms should be returned to 

Department of Human Resources

University College, 

College Road,

Cork

Tel: 021 4903073 / Fax 021 4276995

Email: recruitment@per.ucc.ie
Closing Date for Receipt of Applications: Wednesday, 13th May 2009
UCC IS AN EQUAL OPPORTUNITIES EMPLOYER

