Internal Advertisement

ColÁiste na hOllscoile Corcaigh

University College Cork
Publications Officer
National Academy for Integrating Research & Teaching & Learning (NAIRTL)
(Fixed term contract)

Applications are invited from suitably qualified members of staff for the above whole-time temporary post of one years duration. 
NAIRTL is a SIF funded collaborative project between University College Cork (Lead Partner), CIT, NUI Galway, TCD and WIT. The Academy proposes to support graduate students, researchers and academic staff to implement and advance effective research-informed teaching and learning practices for diverse audiences.
Working as part of the NAIRTL team, the successful candidate will be required to undertake a wide range of duties and will be largely responsible for design of printed material, design and maintenance of the NAIRTL website, ICT problem solving and assisting in the organisation of NAIRTL events and activities. 
Reporting to the NAIRTL Project Manager, the role will include:
· Liaising with academic and senior administrative staff locally and nationally regarding the production of NAIRTL publications ranging across a wide range of disciplinary and supporting services areas

· Managing the production of NAIRTL publications from design to printing stage

· Sourcing relevant graphic material

· Graphic design, copy editing and proof reading of publications, including academic books, guides, manuals, newsletters, conference programmes and other print material
· Creating relevant content for NAIRTL newsletters, conference programmes and other print material

· Writing reports regarding NAIRTL activities

· Manage all aspects of the NAIRTL website including design, creation of relevant content, regular updating and maintenance 

· Create and manage online registration for events

· Monitor and report on website use

· Co-ordinate the technical, audio visual and ICT requirements for NAIRTL events locally and nationally
· Provide ICT support for academic staff where required 

· Record proceedings of relevant NAIRTL events and produce as podcasts for the website
· Manage the database

· To perform any other duties as they arise and which are appropriate to this post under the direction of the NAIRTL Project Manager
The suitable candidate will have a wide range of experience of producing educational print material. S/he will have at least five years experience of relevant work experience with a track record in production of print material and web design. Candidates will need to demonstrate a wide ranging knowledge of higher education issues, in particular relating to the integration of research and teaching and learning.
The person must demonstrate a very high level of administrative and ICT skills.  S/he should also possess excellent writing skills, be able to prioritise their workload effectively and enjoy the challenge of working in a team and to tight deadlines.

Selection Criteria

Decisions made at shortlisting and interview will be based on the following criteria for appointment.  

Essential Criteria
The successful candidate must have:

· Relevant ICT qualification and excellent ICT skills
· Five years relevant experience working in the area of educational publications and web design
· High level of initiative and attention to detail
· Excellent administration, organisational  and teamwork skills 
· A high level of motivation and a capacity to work to strict deadlines as part of a team.
· Flexibility and adaptability in responding to the changing needs of a developing service.
Candidates are requested to make a personal assessment of these criteria against their own qualifications, skills and abilities to assess whether they should apply for the post.
Shortlisted candidates will be invited to submit a sample design of a brochure about NAIRTL.

Note:  As the university continues to expand and evolve, and in the light of evolving university legislation, it is likely that flexibility in regard to the allocation of specific duties will be necessary.  Accordingly, the list of duties specified above is not intended to be exclusive or restrictive; duties may be added or withdrawn but any such alteration will take place only within the remit of the Head of Service or her nominee, as outlined, and after consultation with the appointee.
For an informal chat about the post please contact Jennifer Murphy, NAIRTL Project Manager on ext. 4690.
Conditions of Employment:

Appointment will be within the following salary scale, depending on qualifications and experience: €42,274 - €52,535 (new entrants)
Annual leave is 26 working days per annum 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 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 a new 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.

Pension:

There is an excellent pension scheme in operation, which provides personal retirement  

benefits as well as benefits for spouses and children.  The overall contribution rate 
approximates to 6½% of salary (3% of pensionable remuneration and 3½% of net 
pensionable remuneration).  Tax relief is accrued on these payments.

The maximum pension, based on 40 years reckonable service, comprises an occupational pension from UCC with an entitlement to a contributory state pension.  Together both pensions provide a maximum of 50% of final salary and the UCC scheme provides a lump sum of 1½ times final salary (currently tax free).  The University operates schemes for the transfer of service or pension benefits from other schemes and a purchase scheme to allow members to increase their pensionable service. 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%

The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the posts which is currently 4% with an earnings ceiling of €50,700, 2% is payable on the balance.

Voluntary Health Insurance:  A number of private health group schemes are operated within the University.  Further detail is provided on appointment and 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://hr.ucc.ie/forms.php. 
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:  Friday 7 November 2008
UCC IS AN EQUAL OPPORTUNITIES EMPLOYER

