Candidate &
Information
Booklet

Cyber Security Specialist in the

National Cyber Security Centre
Role | - Operations
Role 2 - Resilience/Compliance

Department of Justice, Home Affairs and Migration
Closing Date: 3pm on Thursday, 25" June 2026

Y




S O% poistphoibli
o7 publicjobs

Open competition for appointment as:

Cyber Security Specialist in the
National Cyber Security Centre
Role 1 — Operations
Role 2 — Resilience/Compliance

Vacancy ID: 6123

Contact
Alex Rogers
Recruitment & Selection

Email: midvolrecruitment@publicjobs.ie

URL: www.publicjobs.ie

publicjobs is committed to a policy of equal opportunity and encourage applications under all nine
grounds of the employment equality act.

publicjobs will run this competition 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) and available on www.cpsa.ie.

publicjobs refers to Public Appointments Service established under the Public Service Management
(Recruitment and Appointments) Act 2004-2013
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Cyber Security Specialists
in the National Cyber Security Centre

Department of Justice, Home Affairs and Migration

The Department of Justice, Home Affairs and Migration has overall responsibility for public policy and
administration in respect of criminal justice, public safety, civil and family law, national security,
immigration and data protection issues.

The Department’s remit includes:
e Policing and national security;

¢ Developing evidence-based policy in areas such as tackling crime, reducing reoffending,
community safety, border management and immigration, and data protection amongst others;

o Drafting civil and criminal legislation, including transposing EU and international conventions;
e Providing an effective immigration service;

¢ Leading whole of government action on various strategies, including youth justice, domestic,
sexual and gender-based violence and family justice.

The Department also has oversight for a number of key justice sector institutions and bodies of the
State which operate either directly or under its aegis. These include An Garda Siochana, the Courts
Service, the Legal Aid Board and the Irish Prison Service, the Policing and Community Safety
Authority, Office of the Inspector of Prisons, the Property Services Regulatory Authority, and the Legal
Services Regulatory Authority.

Further details about the Department and its work may be found on its website here.

National Cyber Security Centre

The National Cyber Security Centre (NCSC) is an operational arm of the Department of Justice, Home
Affairs and Migration. It is responsible for leading in the management of major cyber security incidents
across government, providing guidance and advice to citizens and businesses on major cyber security
incidents, and developing strong international relationships in the global cyber security community for
the purposes of information sharing. The NCSC also has responsibility for advising and informing
Government IT and Critical National Infrastructure providers of current threats and vulnerabilities
associated with network and information security.

A critical component of the NCSC’s mission is ensuring the security and resilience of Ireland’s digital
infrastructure. This is being achieved through the successful implementation of the Network and
Information Security Directive 2 otherwise known as ‘NIS2’, a comprehensive EU-wide initiative
aimed at strengthening the cyber security capabilities of all member states.

Further information on the work of the NCSC can be found here.

Vacancies
The NCSC now has vacancies for Cyber Security Specialists Operations and Resilience/Compliance.

The successful candidates will play a key part in a technologically complex and rapidly growing
organisation with an existing set of dynamic and agile teams and established processes and services.

Cyber Security Specialists, National Cyber Security Centre
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Role 1 — Cyber Security Specialist (Operations)

Reporting to the relevant Principal Cyber Security Specialist (Principal Officer), the Cyber Security
Specialist (Operations) will work for a team in one of the following areas: cyber security incident
response, cyber threat intelligence collection and malware and forensic analysis.

Key Duties and Responsibilities

The main areas of involvement for a Cyber Security Specialist (Operations) include:

Operating, sustaining and developing the NCSC'’s cyber security monitoring, malware and
forensic analysis functions and associated threat intelligence platforms;

Preparing for, responding to and investigating national cyber security incidents and contributing
to national strategy and planning in respect of national cyber security response;

Collecting, analysing and distributing cyber threat intelligence (CTI);
Planning and project management of technical projects and technical report writing;
Co-ordinating national, EU and international activities, including cyber exercises;

Developing and maintaining relationships with national, EU and international peers and
stakeholders;

Actively participating in cyber security working groups, both nationally and internationally, to
support information sharing and best practice;

Managing individual and team performance and development in the relevant Directorate.

Please note: The above is a general guide to the key duties and responsibilities of the role and is not
an exhaustive description. Other duties and responsibilities appropriate to the role may be assigned
from time to time.

Cyber Security Specialists, National Cyber Security Centre




S O% poistphoibli
o7 publicjobs

Entry Requirements

Essential
Candidates must have on or before 25%" June 2026:

1.

(a) A qualification at minimum Level 7 on the National Framework of Qualifications (NFQ) (or
NARIC Ireland Foreign Qualifications equivalent) in Cyber Security, Computer Science or a
related relevant discipline;

and

(b) At least 3 years’ recent (in the last 5 years) relevant experience* of working in Cyber

Security or Information Technology;

*Examples of experience relevant to this role include, but are_not limited to, areas such as
Cyber Security Incident response, Cyber threat intelligence (CTI), Threat Hunting, Digital
Forensics, Network Investigations, Programming/Scripting/Software, malware analysis, Open
Source Intelligence (OSINT), Linux and/or Windows system administration/
DevOps/SecDevOps, Network Architecture and design, Technical report writing, Network
Defence/Blue Team, Penetration Testing/Red Team, Vulnerability Assessment and
Management, Specialist area knowledge such as: Cloud Security, Cryptography, Operational
Technology (OT), ICS/SCADA, Artificial Intelligence (Al), Machine Learning (ML), Quantum
Computing & Encryption, Next Generation Networks (e.g. 5G), Internet of Things (loT), Data
Science.

Candidates must also demonstrate:

2.

L

o

8.

9.

A comprehensive knowledge of developments in ICT security including but not limited to Cyber
Security Incident response, Cyber threat intelligence (CTI), Digital Forensics, Network
Investigations, malware analysis and open source intelligence (OSINT);

A proven ability to troubleshoot technical issues and mitigate risks at a senior level,

A proven track record of achieving results and an ability to work with a wide range of
stakeholders to deliver common objectives;

The ability to lead, manage and develop a team;

Excellent motivational skills and commitment to meeting deadlines and delivering high quality
customer service;

Excellent oral and written communication skills, including the ability to write technical reports
and present information in clear and concise language to both technical and non-technical
stakeholders;

Excellent interpersonal skills with a proven capacity to effectively engage, collaborate and
foster positive working relationships with both colleagues and external stakeholders;

A demonstrated commitment to Continuous Professional Development (CPD) and Innovation.

In addition to the above, candidates must also be able to demonstrate the Key Competencies
identified for effective performance at this level (see pg. 10).

Desirable

Recognised relevant certifications from international bodies including, but not limited to ISACA,
GIAC, SANS, CREST and ISC2;

Project management experience;
An in-depth understanding of ICT systems with particular reference to cyber threats;

Understanding or the ability to quickly gain an understanding of the current global cyber
environment and its challenges for Ireland (e.g. security strategy and governance, application
security, cloud security, identity and access management, cyber defence);

Existing EU, NATO or National Security clearances.

Cyber Security Specialists, National Cyber Security Centre
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Role 2 — Cyber Security Specialist (Resilience/Compliance)

Reporting to the relevant Principal Cyber Security Specialist (Principal Officer), the Cyber Security
Specialist (Resilience/Compliance) will work for a team in one of the following areas: engagement,
critical infrastructure protection, strategic threat analysis, compliance, capacity building, certification,
corporate governance and project management.

Key Duties and Responsibilities

The main areas of involvement for a Cyber Security Specialist (Resilience/Compliance) may include:

Implementing National and EU cyber security policy in Ireland, including NIS2 Directive, EU
Cyber Security Act, EU cyber resilience, risk management, certification, telecoms security,
information sharing and supply chain security;

Assisting in the development of systems, processes and legislation for the implementation of
Cyber Security Policy in Ireland, including certification, resilience building, information sharing
and compliance with EU and national requirements;

Co-ordinating national, EU and international activities, including cyber exercises;

Actively participating in cyber security working groups, both nationally and internationally, to
develop guidelines, best practice and new legislation;

Managing individual and team performance and development in the relevant Directorate;
Assessing compliance with the security measures required of those entities qualifying under
the NIS2 Directive, facilitating audits and implementing enforcement measures and penalties
where appropriate;

Engaging externally on cybersecurity awareness raising activities with a broad range of
stakeholders across Government, academia and industry, including critical infrastructure;
Conducting evidence and data-based risk assessment of strategic level threats & advising
senior decision makers on appropriate responses;

Engaging with National and European cybersecurity certification schemes;

Assisting in the development of the National Cybersecurity Coordination and Development
Centre, Ireland (NCC-IE) involving industry engagement and outreach, formulation of research,
innovation and deployment priorities at the national level and interaction at EU level.

Please note: The above is a general guide to the key duties and responsibilities of the role and is not
an exhaustive description. Other duties and responsibilities appropriate to the role may be assigned
from time to time.

Cyber Security Specialists, National Cyber Security Centre
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Entry Requirements

Essential
Candidates must have on or before 25%" June 2026:

. A qualification at minimum Level 7 on the National Framework of Qualifications (NFQ) (or

NARIC Ireland Foreign Qualifications equivalent) in a relevant discipline.
and

At least 3 years recent (in the last 5 years’) relevant experience of working in Cyber Security,
Compliance/Audit, Risk Management or Public Policy;

and

Recent experience (in the last 5 years’) in developing and implementing policies, strategies
and/or managing complex projects in cyber, risk or related areas.

Candidates must also demonstrate:

4.

5.
6.

A proven track record of achieving results and an ability to work with a wide range of
stakeholders to deliver common objectives;

The ability to lead, manage and develop a team;

Excellent motivational skills and commitment to meeting deadlines and delivering high quality
customer service;

Excellent oral and written communication skills, including the ability to write technical reports
and present information in clear and concise language to both technical and non-technical
stakeholders;

Excellent interpersonal skills with a proven capacity to effectively engage, collaborate and
foster positive working relationships with both colleagues and external stakeholders;

A demonstrated commitment to Continuous Professional Development (CPD) and Innovation.

In addition to the above, candidates must also be able to demonstrate the Key Competencies
identified for effective performance at this level (see pg. 10).

Desirable

Recognised relevant certifications from international bodies including, but not limited to ISACA,
GIAC, SANS, CREST and ISC2;

Experience of working with the cyber security legislative processes at national and EU levels;

Experience of working in information risk and security-related best practices, policies,
standards, and regulations. (e.g. in areas such as IEC 27001, IEC 62443, NIST CSF and NIS
Directive);

Understanding or the ability to quickly gain an understanding of the current global cyber
environment and its challenges for Ireland (e.g. security strategy and governance, application
security, cloud security, identity and access management, cyber defence);

Existing EU, NATO or National Security clearances.

Cyber Security Specialists, National Cyber Security Centre
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Please note:

Qualifications/eligibility may not be confirmed until the final stage of the process, therefore, those
candidates who do not possess the essential requirements, on or by the dates as specified, and
proceed with their application are putting themselves to unnecessary effort/expense and will not be
offered a position from this competition.

The onus is on the candidate to ensure they fulfil the eligibility requirements as set out. publicjobs
reserves the right to deem an applicant ineligible at any stage if it is apparent that the candidate does
not hold the required eligibility/qualifications e.g. from the submitted application form. Candidates who
are unable to demonstrate that they hold/will hold the required qualification(s) by the deadline
specified may be withdrawn from the competition at any stage. An invitation to tests, interview or any
element of the selection process is not acceptance of eligibility.

Candidates who are placed on a panel and come under consideration for a position will be required to
provide documentary evidence of their eligibility, including qualifications. Please be aware a
transcript of results may be required; therefore, the onus is on candidates to have this
information available if requested by publicjobs.

Cyber Security Specialists, National Cyber Security Centre
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Key Competencies for Effective Performance at this level

Leadership

Actively contributes to the development of the strategies and policies of the Department/ Organisation
Brings a focus and drive to building and sustaining high levels of performance, addressing any
performance issues as they arise

Leads and maximises the contribution of the team as a whole

Considers the effectiveness of outcomes in terms wider than own immediate area

Clearly defines objectives/ goals & delegates effectively, encouraging ownership and responsibility for
tasks

Develops capability of others through feedback, coaching & creating opportunities for skills
development

Identifies and takes opportunities to exploit new and innovative service delivery channels

Judgement, Analysis & Decision Making

Researches issues thoroughly, consulting appropriately to gather all information needed on an issue
Understands complex issues quickly, accurately absorbing and evaluating data (including numerical
data)

Integrates diverse strands of information, identifying inter-relationships and linkages

Uses judgement to make clear, timely and well-grounded decisions on important issues

Considers the wider implications, agendas and sensitivities within decisions and the impact on a range
of stakeholders

Takes a firm position on issues they consider important

Management & Delivery of Results

Takes responsibility for challenging tasks and delivers on time and to a high standard

Plans and prioritises work in terms of importance, timescales and other resource constraints, re-
prioritising in light of changing circumstances

Ensures quality and efficient customer service is central to the work of the division

Looks critically at issues to see how things can be done better

Is open to new ideas initiatives and creative solutions to problems

Ensures controls and performance measures are in place to deliver efficient and high value services
Effectively manages multiple projects

Interpersonal & Communication Skills

Presents information in a confident, logical and convincing manner, verbally and in writing
Encourages open and constructive discussions around work issues

Promotes teamwork within the section, but also works effectively on projects across Departments/
Sectors

Maintains poise and control when working to influence others Instils a strong focus on Customer
Service in their area

Develops and maintains a network of contacts to facilitate problem solving or information sharing
Engages effectively with a range of stakeholders, including members of the public, Public Service
Colleagues and the political system

Specialist Knowledge, Expertise and Self Development

Has a clear understanding of the roles objectives and targets of self and the team and how they fit into
the work of the unit and Department/ Organisation

Has a breadth and depth of knowledge of Department and Governmental issues and is sensitive to
wider political and organisational priorities

Is considered an expert by stakeholders in own field/ area

Is focused on self-development, seeking feedback and opportunities for growth to help carry out the
specific requirements of the role

Drive & Commitment to Public Service Values

Is self-motivated and shows a desire to continuously perform at a high level

Is personally honest and trustworthy and can be relied upon

Ensures the citizen is at the heart of all services provided

Through leading by example, fosters the highest standards of ethics and integrity

10
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The following information is applicable to both roles.

Working Environment
Blended working arrangements are in place within the Department and are subject to business needs.

The successful candidate may be required to travel to attend client, stakeholder, consultancy, and site
meetings as well as inspections. Travel and subsistence will be paid in accordance with Civil Service
regulations.

Training and Development
On-the-job training is provided/encouraged. Facilities are also provided for attendance at courses,
conferences, etc., relating to the role.

The Department has in place a performance management development system (PMDS) in conformity
with the general policy of the Civil Service. Continuous Professional Development (CPD) among its
professional staff is encouraged and supported, including participation in training and development
programmes/courses to support and develop themselves. Attendance at relevant external lectures/
conferences / seminars relating to the role is also facilitated.

In addition, the Department assists with educational opportunities through a ‘refund of fees scheme’
for attendance at third level further education.

Location of Posts and Panel
Successful candidates will be based at the National Cyber Security Centre, Tom Johnson House,
Haddington Road, D04 K7X4.

There are currently a number of vacancies for Cyber Security Specialist (Operations) and Cyber
Security Specialist (Resilience/Compliance).

Please note that you can apply for both roles on one application form. When applying, please ensure
that you meet the eligibility requirements for the specific role(s) you are applying for. It is your
responsibility to ensure that you have correctly selected only those role(s) for which you are eligible.

Candidates who are successful will be placed on the corresponding panel, in an order of merit, to fill
current and any future vacancies which may arise. It is not expected that appointments will be
made from these panels after January 2028.

Benefits
As well as a meaningful, varied, challenging and interesting career, some of the benefits of working as
a Cyber Security Specialist in the NCSC include:

e Salary starting at €87,510 with yearly increments for satisfactory performance;
e Public Sector pension;

¢ 30 days of annual leave per year;

e Subject to business needs and a satisfactory probationary period;

o Flexible working with a commitment to work-life balance and a family-friendly
workplace (including work-sharing arrangements and a wide variety of special leave
options);

o Access to Shorter Working Year Scheme;

o Facility to apply for career breaks;

o Learning and development opportunities;

e Cycle to work scheme;

e Access to Public Service Credit Union;

e Tax saver public transport pass;

¢ Opportunities for promotion through internal and open competitions.

11
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Key Information: Cyber Security Specialists

Salary Range: From €87,510 to €109,216 (LSI2) Annual Leave: 30 Days

Hours of attendance: 41 hours and 15 minutes’ gross per week

The Principal Conditions of Service applicable to the role, including details of the pay scale and
incremental points, and Eligibility to Compete and Certain Restrictions on Eligibility applicable

to the role, including citizenship requirements, are accessible on the job listing.

Competition Closing Date: Your application must be submitted on the publicjobs website not later
than 3pm on Thursday, 25" June 2026.

Interviews are expected to commence from early July 2026.

For full details on the recruitment process, please see the Competition Process section.

If you do not receive an acknowledgement of receipt of your application within 24 hours of submitting

your application, please email: alex.rogers@publicjobs.ie.

You should check your publicjobs.ie Application Centre on a regular basis as email notifications
about updates/tests/Interviews etc. published in the “Review Communications” area can
sometimes be filtered into your Junk/Spam email folders. You are also advised to check all these
folders regularly.

Cyber Security Specialists, National Cyber Security Centre
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COMPETITION PROCESS

How to Apply
Applications should be made online through www.publicjobs.ie.

At publicjobs, we have recently transitioned to a new recruitment platform with the aim of enhancing
our services and the candidate experience. This new service will give you more visibility and control of
your application.

When accessing our new recruitment platform for the first time, candidates must register as a New
User to create a profile (“Register”). To do so, please access the vacancy you wish to apply for on our
Jobs Board by clicking on the title of the position. You will be brought to the vacancy where you can
click on “Apply” in the right-hand section of our website, or at the bottom of the advertisement.
Candidates who have not previously registered on our new recruitment platform will be required to
enter some personal details to continue with their application. Account verification will be required, and
you must check your email inbox and follow the instructions to verify your account. Please do not
confuse registering (creating a profile) with submitting an application. Candidates who have already
registered will have an account and should select ‘Login’ from the top right-hand section of the
registration page or through the link at the bottom of the page.

Once registered and after your email address has been verified, you must then access the application
form, ensure all sections of the application form are fully completed and submit it.

To do this, you will be required to return to the vacancy you wish to apply for, in this instance, Cyber
Security Specialist, on the jobs board on www.publicjobs.ie and click on “Apply”. This time, you
should select the “Login” option in the top right-hand section of the Login Page. Your username is the e-
mail address associated with your account. Please note that your username and password are case
sensitive.

Please carefully note the following instructions. As you progress through the application, at the bottom
of every page, there will be an option to “Save and Continue”. The information that you enter is only
saved once you click on the 'Save and Continue' button. If you close the browser before clicking 'Save
and Continue' or are inactive on the system for 30 minutes or more, you may be logged out of the
application form, and your information could be lost.

It is imperative that all sections of this application form are completed in full. The mandatory fields are

marked with an asterisk*. These fields must be completed before you can submit the application form.
You may save the form and come back to it later, however, please note that, you must submit the form
in order to be considered for this competition as unsubmitted applications will not progress to the next

stage.

All sections on the application form Progress Tracker must show a green checkmark before you can
apply. Return to any section on the Progress Tracker missing a green checkmark where guidance on
the missing information will be displayed. Please ensure all information is correct before submitting your
application as no changes can be made after submission. Once you have submitted your application
form, you will be brought to a page confirming the status of your application as “Application received”.
You can view the status of your application at any time by logging in, selecting your name in the top
right-hand section of the page and selecting “View all applications”. At this point you should consider
adding @publicjobs.tal.net to your safe senders or contact list within your email account to avoid not
receiving emails because a publicjobs email has been blocked.

Only fully completed and submitted applications will be accepted into the competition. The admission of
a person to the competition, or invitation to undertake any element of the selection process is not to be
taken as implying that publicjobs or any other body is satisfied that such a person fulfils the
requirements.

Visit the Help Centre if you have questions or encounter technical difficulties navigating the site
Only one application per person is permitted.
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Closing date

Your application must be submitted on the Public Jobs website not later than 3pm on Thursday, 25"
June 2026. If you do not receive an acknowledgement of receipt of your application within 24 hours of
applying, please email alex.rogers@publicjobs.ie.

Interviews for these posts are likely to commence from early July 2026.

You are advised to check your message board on a regular basis as email notifications of updates/
tests/ Interviews etc. issued to your Message board may sometimes be filtered into your Junk/ Spam
email folders. You are also advised to check all these folders regularly.

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

Selection Process
The selection process for this competition may include one or more of the following:
¢ shortlisting of candidates on the basis of the information contained in their application against
set criteria based on the requirements of the position
a competitive preliminary interview
pre-recorded video interview
completion of online questionnaire(s)
report-writing exercise or other exercises
presentation or other exercises
a final competitive interview
remote interview
work sample/role play/media exercise and/or any other tests or exercises that may be deemed
appropriate

Shortlisting

The number of applications received for a position generally exceeds that required to fill existing and
future vacancies. While a candidate may meet the eligibility requirements of the competition, if the
numbers applying are such that it would not be practical to interview everyone, publicjobs may decide
that a smaller number will be invited to the next stage of the selection process.

publicjobs provides for the employment of a shortlisting process to select a group 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, based on their application, appear to be better qualified and/or
have more relevant experience. During shortlisting, an expert board will examine the application forms
against agreed shortlisting criteria which are based on the requirements of the position. The standard
of content of each application submitted may also be assessed during this process.

Where a competition attracts a large number of eligible candidates, the shortlisting process will apply a
scored assessment of the information provided on the application form. A rank order of candidates will
then be created and based on that ranking candidates will be invited to the next stage of the process
in groups/batches, with those candidates ranked highest invited initially. Subsequent groups/batches
may be invited to the next stage of the selection process over the lifetime of the competition on a
demand led basis, if required.

The shortlisting criteria may include both essential and desirable criteria specified for the position, and
it is therefore in your own interest to provide a detailed and accurate account of your
qualifications/experience in your application. The onus is on candidates to complete the application
form fully and accurately.

For certain competitions, candidates may be required to undertake online assessment tests and will
be shortlisted in accordance with their ranking in these tests. Applicants must successfully compete
and be placed highest on the order of merit to be considered for advancement to the next stage of a
multistage selection process, which may include a shortlisting exercise as described above. The
number to be invited forward at each stage will be determined from time to time by publicjobs.

14
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Pre-Employment Checks

Should your place on the panel be reached and you come under consideration for a position, several
pre-employment checks must be completed before a candidate is deemed suitable for appointment.
These checks are carried out to satisfy publicjobs that the candidate satisfies all necessary
requirements.

Prior to assigning/recommending a candidate for appointment to a position, publicjobs will make all
such enquiries necessary to determine the suitability and eligibility of that candidate. These checks
include an evaluation of Citizenship, Health & Character, Garda Vetting & Security Clearance and
Reference Checks. Where Citizenship, Health & Character, Garda Vetting and Reference Checks are
unsatisfactory or cannot be obtained, publicjobs reserves the right to disqualify a candidate from any
further consideration of appointment or termination of your employment where an appointment has
already been made.

Please note: Given the sensitive nature of this role, individuals coming under consideration for this
position must undergo strict security checks/screening. Candidates must be willing at the Pre-
Employment Checks stage to submit to and pass a detailed security assessment.

Candidates with Disabilities

Attracting candidates from all sectors of society to ensure accessible routes to career opportunities is
a key priority of publicjobs. We are committed to equality of opportunity for all candidates. If you have
a disability or need reasonable accommodations made during the selection process, (e.g. for
interview, assessments or exercises), we strongly encourage you to share this with us so that
we can ensure you get the support you need.

Reasonable accommodation in our selection process refers to adjustments and practical changes
which would enable a disabled candidate to have an equitable opportunity for this competition. We
can provide accommodations for any stage of the process, including online assessments,
interviews or exercises. Examples of adjustments we provide include the use of assistive
technology, extra time, scribes and/or readers or a range of other accommodations.

Please be assured that having a disability or requiring adjustments will not impact on your progress in
the selection process; you will not be at a disadvantage if you disclose your disability or requirements
to us. Your disability and/or adjustments will be kept entirely confidential.

Should you be successful, the disclosure of a disability for this stage of the process will not be
passed onto the employing department unless you request that we do so.

If you indicate on your application form that you require reasonable accommodations, you will have
the following option:

A. If you have been provided with reasonable accommodations from publicjobs in the last three
years, you should input the details of the most recent competition for which you were
assigned accommodations along with your Candidate ID;

OR

B. You will need to upload a psychologist/medical report as part of your application, which

details your disability/requirements.

We require a report to better understand your disability and requirements. The report, in addition to your
request, helps us determine what accommodations may be suitable for you, in the selection process.

The reports will only be shared with our Assessment Services Unit. In the reports, it is useful for us to
see the outcome of any diagnostic tests conducted by your psychologist/doctor, and their summary of
recommendations in relation to your requirements. You may redact (block out) parts of medical
reports/psychologist’s reports that you feel are sensitive or unnecessary for the decision to make
reasonable adjustments.

Please do not email your medical/psychologist’s report to us — it should be uploaded directly
to your online application.

Should you have any difficulty with uploading your report, please contact
midvolrecruitment@publicjobs.ie.
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publicjobs will ensure that your reasonable accommodations are implemented as necessary, for each
stage of the recruitment process. If you have any queries about the reasonable accommodations
process or the accommodations you have received, please contact ASU@publicjobs.ie.

If you wish to discuss any matter relating to the accessibility of our services or building, or if you
require support from our Disability Champion Amanda Kavanagh, please contact
edi@publicjobs.ie.

For further information about Diversity and Inclusion please see the Info Hub on our website.
Information on the accessibility of our service may be found on the Accessibility page on our
website.

Review and Complaint Procedures under the Code of Practice for Appointments to Positions in
the Civil and Public Service
If a candidate is unhappy following the outcome of any stage of a selection process, they can either:

1. Request a Review of a decision made during the process

or

2. Make a Complaint that the selection process followed was unfair.
A candidate can follow either one of the two procedures in relation to the same aspect of a selection
process, but not both. Where a review of a selection process has taken place under Section 7 (as
detailed below), a complainant 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 for Public
Service Appointments (CPSA) at its sole discretion.

There is no obligation on publicjobs to suspend an appointment process while a Review or Complaint
is being considered. However, the CPSA expects that, where possible, publicjobs will intervene in
cases where it finds an error is likely to have occurred.

Requesting a Review under Section 7

A request for review may be taken by a candidate should they be dissatisfied with an action or
decision taken by publicjobs. publicjobs will consider requests for review in accordance with the
provisions of Section 7 of the Code of Practice for Appointments to Positions in the Civil and Public
Service published by the CPSA.

When making a request for a review, the candidate must support their request by outlining the facts
they believe show that the action taken, or decision reached was wrong. A request for review may be
refused if the candidate cannot support their request.

The Informal Review will consist of a desk-based examination of any available information in relation
to the recruitment process and the decision taken regarding the candidate’s application. The outcome
of the Informal Review Process will be communicated to the requester in writing.

¢ Arequest for Informal Review must be made within 5 working days of notification of the
decision and will normally take place between the candidate and a representative of publicjobs
who had played a key role in the administrative of the selection process.

o Where a candidate remains dissatisfied following any such informal communication, they may
adopt the formal procedures set out below.

A request for Formal Review must be made within 5 working days of either the notification of the
selection decision, or the notification of the outcome of the Informal Review process. 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 Chief Executive.

e The candidate must address their concerns in relation to the process in writing to the Chief
Executive (via email to ceomailbox@publicjobs.ie, or in writing to Chief Executive Officer,
publicjobs, Chapter House, 26/30 Abbey Street Upper, Dublin 1), outlining the facts that they
believe show an action taken or decision reached was wrong.

e The Formal Review will be conducted by a person who is completely independent of the
selection process
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The outcome of the Formal Review must generally be notified to the candidate within 25 working
days of receipt of the request for review. If the investigation does not produce a decision within this
time, publicjobs must keep the candidate informed of the status of the review and the reasons for the
delay.

Making a Complaint under Section 8

A candidate may believe there was a breach of the Commission’s Code of Practice by publicjobs that
may have compromised the integrity of the decision reached in the appointment process. The
complaints process enables candidates to make a complaint under Section 8 to publicjobs in the first
instance, and to the Commission for Public Service Appointments subsequently on appeal if they
remain dissatisfied.

On foot of a Section 8 Complaint process, either publicjobs or the CPSA may find that the recruitment
and selection process in question has not adhered to the standard set out in the Code of Practice. In
such cases, publicjobs and the CPSA may make recommendations in order to prevent such issues
from reoccurring again in the future. The CPSA cannot instruct publicjobs to reverse a decision
taken in the course of an appointment process. Any candidate wishing for an investigation into the
decision taken regarding their application as part of a selection process should request a Review
under Section 7, as outlined above.

The complainant must outline the facts that they believe show that the process followed was wrong.
The complainant must also identify the aspect of the Code they believe has been infringed and
enclose any relevant documentation that may support the allegation. A complaint may be dismissed if
they the complainant cannot support their allegations by setting out how publicjobs has fallen short of
the principles of this Code.

The Informal Complaint will consist of a desk-based examination of any available information in
relation to the recruitment process. The outcome of the Informal Complaint will be communicated to
the requester in writing.

¢ An Informal Complaint must be made within 5 working days of notification of the decision and
will normally take place between the candidate and a representative of publicjobs who had
played a key role in the administration of the selection process.

¢ Where a candidate remains dissatisfied following any such informal communication, they may
adopt the formal procedures set out below.

A Formal Complaint must be made within 5 working days of either the notification of the selection
decision, or the notification of the outcome of the Informal Complaint. 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 Chief Executive.

e The candidate must address their concerns in relation to the process in writing to the Chief
Executive (via email to ceomailbox@publicjobs.ie, or in writing to Chief Executive Officer,
publicjobs, Chapter House, 26/30 Abbey Street Upper, Dublin 1), outlining the facts that they
believe show an action taken or decision reached was wrong.

¢ The Formal Complaint will be investigated by a person who is completely independent of the
selection process.

The outcome of the Formal Complaint must generally be notified to the candidate within 25 working
days of receipt of the request for review. If the investigation does not produce a decision within this
time, publicjobs must keep the candidate informed of the status of the review and the reasons for the
delay.

For further information on the above Review and Complaint procedures please see the Code of
Practice for Appointments to Positions in the Civil and Public Service which is available on the
website of the Commission for Public Service Appointments, www.cpsa.ie.
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Requests for Feedback/Test Rechecks
Feedback in relation to the selection process is available on written request. There are no specific
timeframes set for the provision of feedback or for carrying out rechecks.

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. Receipt of feedback is not required to invoke a review. It
is not necessary for a candidate to compile a detailed case prior to invoking the review mechanism.
The timeframe set out in the CPSA Code cannot be extended for any reason including the provision of
feedback and/or the outcome of rechecks.

General Competition Information
General Competition information is accessible via the job listing on publicjobs and is available for
candidates to download as a pdf document.
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publicjobs,

Chapter House,

26/30 Upper Abbey Street,
Dublin 1.

Eircode: DOI C7W6.

Phone: Ol 858 7400

You can also keep up to date

on publicjobs.ie and follow us
on our social platforms:
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