PARTICULARS OF POST
PROJECT CO-ORDINATOR 

MATURE STUDENT PROGRAMME

2 year contract post

The UCC Mature Student Programme is directed at achieving greater participation in third level education by mature students.

The Mature Student Programme wishes to recruit a suitable candidate to the 2-year contract position of Project Co-ordinator to assist in the promotion, support and further development of its programme.  The Co-ordinator will assist in all areas of the programme, working closely with academic and administrative staff of the University and the stakeholders involved in the programme.

Principal Duties

· To assist in the development of the UCC Mature Student Programme.

· To liaise with and promote the Mature Student Programme in Colleges of Further Education, community settings, local development projects and with other relevant stakeholders.

· To act as a facilitator at workshops for mature students.

· To liaise with academic and administrative staff in relation to the Mature Student Programme
· To monitor the progress of students in the Programme 

· To assist in the preparation of submissions and reports in relation to the Programme to the HEA and other relevant agencies 

· To assist in the preparation of submissions relating to fundraising for the Mature Student Programme

· To assist in the preparation of an annual report to be submitted to Academic Council

· To perform other duties as may be requested from time to time by the Mature Student Office.
Note:  As the university continues to expand and evolve, and in the light of the new 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 Accordingly, the list of duties specified above is not intended to be exclusive or restrictive; duties may be added or withdrawn but any such alteration will take place only within the remit of the Head of Office, as outlined, and after consultation with the appointee.

Person Specification/Selection Criteria

Decisions at shortlisting and interview will be made based on the following criteria-:

The person appointed will be a graduate and will have experience of dealing with adult learners. S/he should have an understanding of further education and third level education systems and a commitment to the development of greater opportunities for mature student access to education and, in particular, university education. Experience of project work particularly in the area of educational disadvantage is essential. Excellent organisational, communication, interpersonal and computer skills are required.  The appointed candidate will require a high level of self-motivation. The person appointed will report to the Mature Student Officer.

Please note: Candidates who do not demonstrate that they meet the criteria as detailed above will not be short listed.

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
Further details on the programme can be found on www.ucc.ie/mature 
Further details and application forms may be obtained from the Department of Human Resources, University College, Cork.  Tel. (021) 903621,  Fax (021) 271568,  Email: recruitment@per.ucc.ie
Closing date for receipt of completed applications is Friday 23 February 2007
CONDITIONS OF THE POST

Salary within the scale: €38,299 - €47,596 (new entrants), depending on qualifications and experience 

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

Normal 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 at half pay in any 12-month period.  This is subject to the staff member not exceeding 260 working days, (1 year) sick leave, at either full or half pay, in any period of 4 years.

The tenure of the post is a wholetime fixed term contract of two year’s duration. The nature of this employment contract is fixed term due to this being a new post in an expanding area.  It is based on the following provisions:

(a) A probationary period of six 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: This employment is pensionable under the Defined Contribution Pension Plan.  Membership of this plan is on the basis of a 6½% contribution deducted from your salary and an 13½% contribution provided by the University.  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 6% with an earnings ceiling of €46,600, 2% is payable on the balance.

Voluntary Health Insurance:  A VHI/BUPA/HAS/VIVAS Health group scheme is in operation and contribution 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.

Application Procedure

Each candidate must complete an application form for the post. 

Please indicate clearly on the application form which post is being applied for.

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.

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 may be required to produce documentary evidence to support any statements made by them on their application form or any supporting documentation.  Candidates should note that any inaccurate information will invalidate their application. 
Completed application forms should be returned to 

Department of Human Resources, University College Cork

Tel: 021 4903621 / Fax 021 4276995 / Email: recruitment@per.ucc.ie
 

Closing Date for Receipt of Applications: Friday, 23 February 2007

UCC IS AN EQUAL OPPORTUNITIES EMPLOYER

