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1. Overview

This booklet provides an overview of the competencies, salary scales, and application and
selection process for candidates wishing to submit an application for Assistant Principal
Officer role within the Arts Council.

The Arts Council is the government agency for developing the arts in Ireland. We work in
partnership with artists, arts organisations, public policy makers and others to build a central
place for the arts in Irish life. We currently have an exciting opportunity for an experienced
individual.

Background

Initiated in 2018, Scoileanna lldanacha/Creative Schools is led by The Arts Council in
partnership with the Department of Education, Creative Ireland and the Department of
Tourism, Culture, Arts, Gaeltacht, Sport and Media. The initiative is also informed by the
Arts Council’s ten-year strategy (2016-25) Making Great Art Work: Leading the
Development of the Arts in Ireland - see here:

Arts Council strategy (2016-2025), Making Great Art Work, Leading the development of the
arts in Ireland | The Arts Council | An Chombhairle Ealaion.

The initiative is contained in the Creative Youth Plan 2023-2027 also.

Creative Schools supports schools/centres to put the arts and creativity at the heart of
children’s and young people’s lives. This initiative provides opportunities for children and
young people to build their artistic and creative skills; to communicate, collaborate, stimulate
their imaginations, be inventive, and to harness their curiosity. It empowers children and
young people to develop, implement and evaluate arts and creative activity throughout their
schools/centres and stimulate additional ways of working that reinforce the impact of
creativity on children and young people’s learning, development and well-being. To date,
more than 1000 schools across Ireland have engaged with the programme.

Background documents for reference:
o Arts and Cultural Participation among Children and Young People — insights from
the Growing up in Ireland Study
e Arts in Education Charter, 2013
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https://eur05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.artscouncil.ie%2Farts-council-strategy%2F&data=05%7C02%7Cadrienne.martin%40artscouncil.ie%7Ccbfab912bb9f4b3f998808dcfd96b1a1%7C795081b8031247148b9b47a38385ea5e%7C0%7C0%7C638664070871640358%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=1FjN7JDpeb%2BrUY2M4jx79lLeTwNbpRpAeYddQ6%2BL7%2FI%3D&reserved=0
https://eur05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.creativeireland.gov.ie%2Fen%2Fblog%2Fcreative-youth-plan-2023-2027%2F&data=05%7C02%7Cadrienne.martin%40artscouncil.ie%7Ccbfab912bb9f4b3f998808dcfd96b1a1%7C795081b8031247148b9b47a38385ea5e%7C0%7C0%7C638664070871659445%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=X%2FQ11PXY%2FACisvsH0Kan1rfdteeFNSi6FmqwtsGPtpw%3D&reserved=0
https://eur05.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.artscouncil.ie%2FuploadedFiles%2FArts-and-cultural-particiption-GUI.pdf&data=05%7C02%7Cadrienne.martin%40artscouncil.ie%7Ccbfab912bb9f4b3f998808dcfd96b1a1%7C795081b8031247148b9b47a38385ea5e%7C0%7C0%7C638664070871677091%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=F%2BT2bzbEnohPjsGwgFCVa55NszHonOx0unp%2FMzXEx84%3D&reserved=0
https://eur05.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.artscouncil.ie%2FuploadedFiles%2FArts-and-cultural-particiption-GUI.pdf&data=05%7C02%7Cadrienne.martin%40artscouncil.ie%7Ccbfab912bb9f4b3f998808dcfd96b1a1%7C795081b8031247148b9b47a38385ea5e%7C0%7C0%7C638664070871677091%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=F%2BT2bzbEnohPjsGwgFCVa55NszHonOx0unp%2FMzXEx84%3D&reserved=0
https://eur05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.education.ie%2Fen%2FPublications%2FPolicy-Reports%2FArts-In-Education-Charter.pdf&data=05%7C02%7Cadrienne.martin%40artscouncil.ie%7Ccbfab912bb9f4b3f998808dcfd96b1a1%7C795081b8031247148b9b47a38385ea5e%7C0%7C0%7C638664070871694659%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=v5Mn%2BpXnMFawdFwenbuOIH87%2FDII0volaj%2BDeJhocm8%3D&reserved=0
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2. Role Profile
A. Details
Position: Programme Director Creative Schools
Grade: Assistant Principal (Standard)
Whole Time Equivalent: Full-time (35 hrs)
Permanent contract Permanent
Reports to: The Director

B. Role Purpose

The Programme Director will be engaged on a full-time basis to lead and manage the
Creative Schools programme and team. S/he will be responsible for strategy, policy, project
planning and delivery, human resources and contract management, to ensure the effective
delivery of the programme.

Required Outputs (including but not limited to)

« Delivery of the Creative Schools programme.

« The development of a five year Creative Schools strategy consistent with Making
Great Art Work and all relevant art form and corporate policies of the Arts Council, in
particular Young People Children and Education.

« The development and implementation of initiatives and/or projects that will support
the development of the Creative Schools.

« The creation of and maintenance of excellent relationships with key institutional
stakeholders and alumni

« The maintenance of a well motivated and focused team to serve the priorities of the
Arts Council as expressed within the work of the Creative Schools Programme.

C. Key Responsibilities

. Lead, motivate and manage the Creative Schools Programme, including staff and
contractors, to ensure the delivery of key objectives as set out in the MGAW and optimum
delivery within relevant policy areas.

. Develop, in conjunction with senior management, annual budgets and business plans
for Creative Schools in line with Arts Council objectives and corporate plan in
collaboration with other partners and manage performance against the budget and business
plan.

. Select, in collaboration with the Creative Schools Team, the required advisers for the
programme.

. Lead the Creative Schools Team in their responsibilities to achieve the Arts
Council’s objectives and in the pursuit of optimum coherence of policy, development and
grant/award recommendations within their respective art form areas.

. Identify, in collaboration with the Young People Children and Education Team and
the Strategic Development Department, research or strategic development initiatives as
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required and act on findings of that research and advice pertaining to relevant art form
areas.

. Develop and maintain effective work relationships with key institutional
stakeholders, in particular the Department of Culture, Heritage and the Gaeltacht,
Department of Education and Skills, the Department of Children, Equality, Disability,
Integration and Youth as appropriate.

. Manage the Human Resources, Professional Development and Performance
Management, Child Protection and Welfare, Freedom of Information, Procurement,
GDPR, Health and Safety and Information and Records needs of the Department.

. Collaborate with SMT to ensure optimum co-operation at every level between across
the teams so as to ensure excellent service delivery to arts organisations and the arts
community.

. Collaborate with Corporate Services Director so as to ensure co-operation at every
level with Corporate Services in ensuring consistency in approved standards and protocols
across the organisation, project delivery, corporate planning and team business processes.
. Collaborate with the Finance Director in his/her management of Corporate
Governance so as to ensure that the Council complies with all relevant legislation and
regulations pertaining to its work.

. Undertake other responsibilities as agreed from time to time with the Director.

D. Person Specification

Significant relevant experience at a senior management level in the arts and/or education
of which at least three years should be management within an organisation operating at
national level.

The successful candidate will have:
« a high level of credibility within the arts and/or education community;
« excellent people skills evidenced through the ability to lead and motivate expert
teams and to bring energy and focus to a disparate professional staff cohort.
« well-developed abilities in listening, communicating and negotiating;
« a proven track record of management within the arts particularly in the Young
People, Children and Education;
« a sound understanding of the arts and the business infrastructure of the arts;
« a substantial body of knowledge of national and international developments in the
area of Young People, Children and Education;
« the ability to operate effectively at strategic and policy levels and to contribute
analytical depth to the Arts Council’s strategy and policies;
« the ability to think and express complex issues clearly;
« the knowledge and experience to lead diverse activities through effective
management systems and a sustained focus on long-term goals;
« the successful candidate will have a track record of significant relevant achievement
which should include: proven ability to develop and implement strategies which
deliver tangible outcomes;
« evidence of excellent abilities in general management
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« evidence of the effectiveness of sophisticated communication skills capable of
influencing and negotiation at all levels within an organisation and with key external
stakeholders.

Personal Qualities
o Natural leader with deep alignment to Arts Council values
Ability to think strategically and imaginatively
Approachable, empathetic manner
Equally confident/able to work as part of a team or on own initiative
Ability to develop good working relationships with staff at all levels
Willingness to undertake regular national travel, including occasional overnight stays
Resilience when faced with a high workload, deadlines and/or stressful situations

E. Qualifications

The successful candidate will be academically strong with at least a primary degree, and
preferably relevant post-graduate or professional qualifications in a relevant area. A strong
developmental background in the education and the arts is essential.

3. Required Competencies for the Role

The successful candidate must be able to demonstrate that they possess the requisite
competencies required for this senior management position. The required competencies for
the role of Assistant Principal (AP) are outlined below.

T PRINCIPAL
,55\5"‘" OFF’CEQ

Specialist
Knowledge, Leadership
Expertise and Self
Development

Drive &
Commitment to

Public Service Judgement,
Interpersonal & Values Analysis &
Communication Decision Making
Skills

Management &
Delivery of
Results

Source: Public Appointments Service
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Assistant Principal Officer Level Competencies
Effective Performance Indicators

Leadership

Judgement,
Analysis &
Decision Making

Management
& Delivery of
Results

Interpersonal &
Communication
Skills

Specialist
Knowledge,
Expertise and Self
Development

Drive &
Commitment to
Public Service
Values

Actively contributes to the development of the strategies and policies of the Department, Organisation

Brings a focws 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 whaole

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

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 pasition on issues s/he considers important

Takes ibility for challenging tasks and deli ‘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

Presents information in a confident, logical and convincing manner, verbally and in writing

Encourages open and constructive discussions around work issues

Promotes teamwaork 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 his/her 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

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 rale

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

Source: Public Appointments Service
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4. Reporting Structure and Leadership:

The role of Assistant Principal is a senior management role within the Arts Council.
Candidates must be able to demonstrate that they have the requisite skills, knowledge and
experience in order to provide effective team leadership, ensuring a focus on continuous
improvement and service delivery to meet the business requirements of the organisation.

5. Basis of Employment

Salary
The salary scale for Assistant Principal, including the required pension contribution, is
set out below:

P1 € 79,086; P2 € 81,999; P3 € 84,952; P4 € 87,914; P5 € 90,873; P6 € 92,579; LSII €
95,563 *; LSI2 € 98,559 **

* After three years’ service at Point 6. **After three years’ service at Long Service
Increment 1. (Pay scale as of 1% of October 2024)

Candidates should note that entry will be at Point 1 of the scale and the rate of
remuneration may be adjusted from time to time in line with Government pay

policy.

Different pay and conditions may apply, if, immediately prior to appointment the
appointee is an existing public or civil servant. Public service pension terms and
retirement age conditions will apply in accordance with pension arrangements in the Arts
Council depending on the prior status of the successful appointee.

Subject to satisfactory performance, increments may be payable in line with current
Government Policy.

Annual Leave
The annual leave entitlement for this role (based on a full-time role) is 30 days per year.

Probation Period

In accordance with the Arts Council Probation Policy a 6 month probationary period
applies.
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6. Office Location

You will be based at the Council offices at 70 Merrion Square, Dublin 2, but you may
occasionally be required to work at other locations. The Council reserves the right, at its
discretion, to change this location to any other place within Ireland. You will be required
to travel from time to time in performance of your duties.

Please note: we are working on a hybrid-working policy.

7. How to Apply

To apply, please upload a letter (no more than two pages) click HERE to apply outlining
why you are interested in the opportunity and where you believe your skills, knowledge and
experience meet the requirements of the role. Additionally, please attach a comprehensive
curriculum vitae (C.V.) clearly showing the relevant achievements and experience in your
career to date. (Please save your document in one of the following formats .doc, .docx, .rtf or
.pdf).

Please let us know if you require reasonable accommodation for the recruitment process and
we will do our utmost to accommodate you. You can email recruitment@artscouncil.ie.

If you prefer not to submit your application through Hirehive, please email your CV and
cover letter to recruitment@artscouncil.ie with the role title in the subject line.

The Arts Council will acknowledge receipt of all applications. If you do not receive an
acknowledgement within two working days of applying, please email hr@artscouncil.ie.

8. Selection Methods

The selection process may include:

e shortlisting of candidates on the basis of the information contained in their
application (letter and CV) to reduce the list of candidates to a more
manageable number for interview;

e an interview which may include a presentation by the candidate;

e completion of a psychometric personality questionnaire;

e asecond interview which may also include a presentation or other exercise.

In the event of a short-listing exercise being employed, an expert selection panel will
examine the applications and assess them against pre-determined criteria based on the
requirements of the position. It is therefore in your interest to provide a detailed and
accurate account of your qualifications and experience in your application.
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9. Medical and Security

Candidates who come under consideration for appointment will be required to undergo a
pre-employment medical examination in addition to Garda Vetting, which will also have
regard to Child Welfare and Protection issues.

10. Eligibility
Citizenship Requirements

Eligible Candidates must:

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

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

c) A non-EEA citizen who is a spouse or child of an EEA or Swiss citizen and has a
stamp 4 visa; or

d) A person awarded international protection under the International Protection Act
2015 or any family member entitled to remain in the State as a result of family
reunification and has a stamp 4 visa or

e) A non-EEA citizen who is a parent of a dependent child who is a citizen of, and
resident in, an EEA member state or Switzerland and has a stamp 4 visa

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

Candidates that are not citizens of the aforementioned countries must have the necessary
permissions to work in Ireland. It shall be the responsibility of the candidate to ensure
these permissions are in place.

It is the individual’s responsibility of former public or civil servant candidates to ensure
their eligibility to apply. In particular, potential candidates who participated in a
voluntary severance/redundancy or early retirement programs, received a redundancy
payment or are in receipt of a public sector pension, should familiarise themselves with
their individual conditions pertaining to public sector re-employment and declare same if

applying.
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References and Verification

It would be helpful if you would start considering names of individuals whom you feel
would be suitable referees that we might consult (two to three names and contact details).
The referees do not have to include your current employer, but he/she should be in a
position to provide a reference for you. Please be assured that we will only collect the
details and contact referees should you come under consideration for appointment.

Candidates will be required to provide verification of citizenship eligibility and
educational qualifications in a form acceptable to the Arts Council.

Enquiries/Further Information

If you require additional information or to arrange a confidential discussion in relation to
the opportunity, please email Recruitment@artscouncil.ie

Confidentiality

Subject to the provisions of the Freedom of Information Act 2014 applications will be
treated in strict confidence.

You can expect that 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 the recruitment process.

Other Important Information

The Arts Council will not be responsible for refunding any expenses incurred by
candidates including preparation for/attendance at interview or relocation.

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

The above represents the principal conditions of employment and is not intended to
be the comprehensive list of all terms and conditions of employment which will be
set out in a detailed employment contract to be agreed with the successful
candidate.
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15. Applicant Privacy Statement
Data Controller — The Arts Council

Purpose of Processing

The Arts Council conducts recruitment processes to fill vacancies within the organisation.
When applying for these competitions, applicants are asked to submit documents, e.g.
application form, CV and/or cover letter.

This applicant privacy statement has been produced for applicants applying for positions in
the Arts Council. Further information on the General Data Protection Regulation (G.D.P.R.)
and subject access requests can be found on the Arts Council website
http://www.artscouncil.ie/privacy-policy/

There is a legal basis for processing this data and the data is shall be shared as necessary, as
outlined below.

Recipient/Shared With Reason

Hirehive Cloud based recruitment tool - Candidates
upload their application to Hirehive for
review throughout recruitment process.
Acknowledgement/Decision letters are

generated through platform. Members of

the HR team, Line Managers and external
panellists will be given access to
information.

Arts Council Human Resources Unit Storing applications, acknowledging
applications and corresponding with
applicants. Certain information is also
required for inclusion in the contract for the
successful applicant.

Selection Board Information required for shortlisting and
interview process.
Current/previous employers For existing Civil Servants: Performance

management and sick leave checks
Non-Civil Servants: Reference checks.

The Arts Council is compliant with all aspects of G.D.P.R. and all related data is managed in
compliance with the relevant regulations.
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Successful Candidates Information

The information supplied by successful candidates will be held on their personnel file for the
duration of their employment with the Arts Council, and for such other period of time as may
be required following their departure from the Arts Council.

Unsuccessful Candidates Information
The Arts Council will hold the information of unsuccessful candidates for a period of 12
months following the appointment of the successful candidate.

Applicants Entitlements
The Arts Council recognises that applicants have the following entitlements in relation to the
data that they have supplied as outlined below:

e Access - Applicants can request and receive access to their data at any time and can
request and receive a copy of this data.

Erasure - Applicants can request to have their data erased.

Rectification - Applicants can have any incorrect information corrected.
Objection - Applicants can object to this information being processed.
Complaints - Applicants can make a complaint to our internal Data Protection
Officer (as outlined below):

E-mail: dataprotection@artscouncil.ie

or
Write to: Data Protection Officer,
The Arts Council,
70 Merrion Square,
Dublin 2.

Further Information on Data Protection
For further information on the Data Protection please see https://www.dataprotection.ie/ or
telephone +353 57 8684800 or 1890 252 231.
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