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COMPETITION BOOKLET 
ROLE: 	CLERICAL OFFICER – COMMUNICATIONS AND STAKEHOLDER ENGAGEMENT
GRADE:		CLERICAL OFFICER
DEADLINE: 		12 NOON TUESDAY 13TH JUNE 2023	
APPLY NOW:	https://www.hia.ie/about-us/careers


The Position
Title of position: 		Clerical Officer - Communications and Stakeholder Engagement
Office address:	Beaux Lane House, Mercer Street Lower, Saint Peter's, Dublin 2, D02 DH60
Organisation website:		www.hia.ie 
The Organisation
[bookmark: _Hlk516558698]he Health Insurance Authority is the statutory regulator of the health insurance sector in Ireland.  The Authority plays a key role as an independent regulator, a provider of consumer information, an adviser to the Minister for Health and as the custodian of the Health Insurance Risk Equalisation Fund. The HIA is a small, dynamic organisation that is committed to delivering on its vision of a well-regulated, competitive health insurance market where consumers are empowered to make informed decisions. 
The purpose of the HIA is to regulate the health insurance market in Ireland in the public interest. This is done by analysing the market, designing appropriate regulations, and monitoring the compliance of the insurers with their obligations. We empower consumers to choose the right health insurance product for their needs.  Our vision is a well-regulated, competitive health insurance market where consumers are empowered to make informed decisions.
The HIA carries out its work with a high degree of transparency and independence.
Governance
The HIA is a public body, which is independent in the exercise of its statutory functions. For public accountability purposes, the HIA operates under the aegis of the Department of Health.  The HIA is governed by a 7-member Authority, who are appointed by the Minister for Health.
Context of the Appointment
A three-year strategic plan for 2022-24 has recently been approved by the Authority, which includes the following key priorities:
1. Drive consumer focused health insurance regulation
We will use our thought leadership and understanding of the health insurance and related markets to design and implement effective regulation that delivers a competitive market, value for consumers and considers future needs.
2. Ensure compliance and accountability through regulatory best practice 
We will use our powers to ensure effective compliance by insurance companies, through inspections, audits and providing guidance on all aspects of regulatory obligations
3. Build Consumer Trust and empower consumers to make informed decisions
We will build trust with consumers that the health insurance market can deliver benefit and value, by providing them with reliable information on prices, rights and obligations and the tools to make considered decisions.  We will mitigate the impact of product proliferation by empowering consumers to make informed choices.  
4. Invest in digital capacity to enhance our capabilities
We will invest in our digital infrastructure and expertise to enhance our capabilities regarding market intelligence, managing compliance and improving the consumer experience.
5. Develop our people to deliver effective outcomes and high standards of corporate governance
We will identify our workforce needs and invest in our staff to help them deliver a quality service and high standards of corporate governance
Further information about the Authority including publications and key documents is available at www.hia.ie.
 The Role
[bookmark: _Hlk66355143][bookmark: _Hlk47002709]The duties of the Clerical Officer – Communications & Stakeholder Engagement include: 
· Supporting the consumer affairs function of the HIA, in particular dealing with consumer queries received on our consumer helpline.
· Maintaining and updating the HIA website and comparison tool to ensure clear and accurate information for consumers.
· Maintaining high quality records in a thorough and organised manner, including updating internal databases, documentation and producing reports. 
· General office administrative duties
· Liaising with internal and external stakeholders,
· Undertaking such tasks and duties as may be assigned appropriate to the grade.

Experience and Personal Qualities Required
The Person
The Authority seeks applications from dynamic innovative people interested in a career in public service.  The Clerical Officer will provide administrative support to the Communications Team of the HIA and will be a key member of the team working in the areas of communication and stakeholder engagement.  The successful candidate will have excellent attention to detail and organisational skills, be organised and self-motivated. 

For the successful implementation of this role, there are a number of key relationships to be
fostered and developed within the organisation and external bodies. Excellent interpersonal
skills are essential, as well as a proven high degree of initiative, flexibility and creativity, organisation and problem-solving skills. 
Essential Requirements
Candidates must demonstrate:
· A minimum of one year work experience in a business environment
· Excellent customer service skills and experience of dealing with consumers
· Excellent telephone communications skills and the ability to communicate effectively with people at all levels both orally and through written communications
·  Excellent administration/organisational skills with the ability to set up systems and maintain them.
· Attention to detail and commitment to delivering quality work
· Proficient use of Information Technology e.g., Microsoft Office, internal databases, e-mail, and internet
· Willingness to learn and to develop skills, knowledge and expertise
· Ability to work well as part of a team as well as on own initiative



Desirable Requirements
The successful candidate should also be able to demonstrate evidence of the following: 

· Understanding of the health insurance industry would be advantageous
· Experience of Zendesk
“The HIA is committed to a policy of equal opportunity and encourage applications under all nine grounds of the Employment Equality Act”
Whilst all staff are contracted to work in Dublin 2, employees can avail of remote working options. In line with Public Sector guidance, a more permanent agile/ hybrid working policy is being developed to formalise how we work in the HIA in the future.
Shortlisting
A shortlisting exercise will be employed when assessing eligibility of applications. Eligible applications will be shortlisted according to how well the experience and skills as described by applicants match the requirements of the role of Clerical Officer Communications and Stakeholder Engagement.
The criteria for the shortlisting exercise will be based on the information as outlined in this Candidate Booklet. It is important that applicants consider the information contained in this Information Booklet in presenting their relevant qualification, skills and experience in their application.
The candidates whose applications, in the opinion of the shortlisting panel, appear best suited to the position will be shortlisted for interview.
Interview
Shortlisted applicants will be invited to attend for a competency-based interview.
The Authority reserves the right to invite candidates to a second-round interview and to undergo further assessment, including the use of psychometric assessment if so required.
It is anticipated that first round interviews will occur in June 2023


[bookmark: _Toc31616411]Conditions of Service
Tenure
The position is a full-time position. The appointment is on a permanent basis as a public servant, subject to satisfactory completion of the specified probationary period.
[bookmark: _Hlk36798908]Probation
The successful candidate must serve a probationary period which will be of twelve months duration. If during this period the candidate’s services are satisfactory as regards health, conduct and efficiency generally, the candidate can expect to be appointed on the completion of the twelve months. On the other hand, if the candidate’s service during this initial probation period is unsatisfactory, the candidate’s appointment can be terminated at any time; alternatively, the probationary period may be extended beyond the twelve months.
Salary and Payment Arrangements
The salary scale per week for the position (rates effective from 1 March 2023) is at the level of Clerical Officer as follows:
€519.96, €552.66, €560.96, €577.18, €601.09, €624.97, €648.84, €666.22, €685.91, €708.79, 
€724.90,€747.54, €770.05, €805.17, €832.78¹, €845.43².
Long Service Increments may be payable after 3 (LSI-1) and 6 (LSI-2) years satisfactory service at the maximum of the scale.
Important Note 
Entry will be at the minimum of the scale and the rate of remuneration will not be subject to negotiation and may be adjusted from time to time in line with Government pay policy. 
Note: different pay and conditions may apply if, immediately prior to appointment, the successful candidate is already a serving civil or public servant. The rate of remuneration may be adjusted from time to time in line with government pay policy.
Payment will be made monthly in arrears by Electronic Fund Transfer (EFT) into a bank account of the staff member’s choice. Payment cannot be made until a bank account number and bank sort code has been supplied to the Authority. Statutory deductions from salary will be made as appropriate.
A staff member appointed to the post of Clerical Officer Communications and Stakeholder Engagement will agree that any overpayment of salary or of travel and subsistence may be deducted from future salary payments due in accordance with the Payment of Wages Act 1991. Any such overpayment will be notified to the staff member in accordance with agreed internal procedures.
 Location
This role is based in the Authority’s office at Beaux Lane House, Mercer Street Lower, Saint Peter's, Dublin 2. The Authority reserves the right, at its discretion, to change the primary location to any other place within Ireland.
The HIA offers flexitime, and we have Blended Working guidelines in place allowing all employees to apply for Blended Working (a mix of office based and remote working). We have put a significant number of supports in place to make the experience when working remotely as seamless as possible – we have a modern IT infrastructure to help us in collaborating virtually with our colleagues, we provide colleagues with the equipment they will need, and we have implemented new ways of working to keep our people connected.
Working Week 
Hours of attendance will be as fixed from time to time but will amount to not less than 35 hours will be required to work such additional hours from time to time as may be reasonable and necessary for the proper performance of your duties subject to the limits set down in the working time regulations. The rate of remuneration payable covers any extra attendance liability that may arise from time to time.
Annual Leave
The annual leave allowance for this post will be 22 working days per annum (on a pro rata basis) to be taken at a time or times convenient to the Authority.
The Organisation of Working Time Act, 1997
The terms of the Organisation of Working Time Act, 1997 will apply, where appropriate, to this appointment.
Sick Leave 
Payment for absences through illness, during properly certified sick absence, provided there is no evidence of permanent disability for service may be made in accordance with the provisions of the Authority’s sick leave scheme. These sick leave arrangements are subject to any changes arising in the terms and conditions of sick leave in respect of the public service generally.
SUPERANNUATION and Retirement 
The appointee will be offered the appropriate superannuation terms and conditions as prevailing in the Public Service at the time of being offered an appointment. In general, an appointee who has never worked in the Public Service will be offered appointment based on membership of the Single Public Service Pension Scheme (“Single Scheme”). Full details of the Scheme are at https://singlepensionscheme.gov.ie/ 
The key provisions attaching to membership of the Single Scheme are as follows:
[bookmark: _Toc485824729][bookmark: _Toc491181644][bookmark: _Toc491348968]Pensionable Age 
The minimum age at which pension is payable is at present 66 years, in line with Contributory State Pension qualifying age changes. A constraint on pension size for most members is that they must retire on reaching age 70 years.
[bookmark: _Toc485824731][bookmark: _Toc491181646][bookmark: _Toc491348970]Pension Abatement 
If the appointee has previously been employed in the Civil or Public Service and is in receipt of a pension from the Civil or Public Service or where a Civil/Public Service pension comes into payment during his/her re-employment that pension will be subject to abatement in accordance with the Public Service Pensions (Single Scheme and Other Provisions) Act 2012. 
If the appointee was previously employed in the Civil Service and awarded a pension under voluntary early retirement arrangements (other than the Incentivised Scheme of Early Retirement (ISER), Department of Health Circular 7/2010 VER/VRS or the Department of Environment, Community & Local Government Circular Letter LG (P) 06/2013 which, as indicated above, renders a person ineligible for the competition) the entitlement to that pension will cease with effect from the date of reappointment. Special arrangements will, however, be made for the reckoning of previous service given by the appointee for the purpose of any future superannuation award for which the appointee may be eligible. 
[bookmark: _Toc485824732][bookmark: _Toc491181647][bookmark: _Toc491348971]Ill-Health Retirement 
For an individual who has retired from a Civil/Public Service body on the grounds of ill-Health his/her pension from that employment may be subject to review in accordance with the rules of ill-Health retirement within the pension scheme of that employment. 
[bookmark: _Toc485824733][bookmark: _Toc491181648][bookmark: _Toc491348972]Pension Treatment of Existing Public Servants 
[bookmark: ReopenDocument]While the default pension terms, as set out in the preceding paragraphs, consist of Single Scheme membership, this may not apply to certain appointees. Full details of the conditions governing whether or not a public servant is a Single Scheme member are given in the Public Service Pensions (Single Scheme and other Provisions) Act 2012. However, the key exception case (in the context of this competition and generally) is that a successful candidate who has worked in a pensionable (non-single scheme terms) capacity in the public service within 26 weeks of taking up appointment, would in general not become a member of the Single Scheme. In this case, such a candidate would instead, where applicable, be offered membership of the Health Insurance Authority Staff Superannuation Scheme and its associated Spouses’ and Children’s Pension Scheme. This would mean that the abatement provisions above would apply, and in addition there are implications in respect of pension accrual as outlined below: 
Pension Accrual 
The Public Service Pensions (Single Scheme and other Provisions) Act 2012 introduced a 40-year limit on total service that can be counted towards pension where a person has been a member of more than one pre-existing public service pension scheme. 
Pension-Related Deduction 
The appointment is subject to the pension-related deduction in accordance with the Financial Emergency Measure in the Public Interest Act 2009.
Eligibility to Compete
Candidates should note that eligibility to compete is open to citizens of the European Economic Area (EEA). The EEA consists of the Member States of the European Union along with Iceland, Liechtenstein and Norway
[bookmark: _Toc485824734][bookmark: _Toc491181649][bookmark: _Toc491348973]Incentivised Scheme for Early Retirement (ISER)
It is a condition of the Incentivised Scheme for Early Retirement (ISER) as set out in Department of Finance Circular 12/09 that retirees, under that Scheme, are debarred from applying for another position in the same employment or the same sector. Therefore, such retirees cannot apply while the above restrictions continue in force. 
[bookmark: _Toc485824735][bookmark: _Toc491181650][bookmark: _Toc491348974]Department of Health and Children Circular (7/2010)
The Department of Health Circular 7/2010 dated 1 November 2010 introduced a Targeted Voluntary Early Retirement (VER) Scheme and Voluntary Redundancy Schemes (VRS). It is a condition of the VER scheme that persons availing of the scheme will not be eligible for re-employment in the public Health sector or in the wider public service or in a body wholly or mainly funded from public moneys. The same prohibition on re-employment applies under the VRS, except that the prohibition is for a period of 7 years, after which time any re-employment will require the approval of the Minister for Public Expenditure and Reform. People who availed of either of these schemes are not eligible to compete in this competition while the above restrictions apply. 
[bookmark: _Toc485824736][bookmark: _Toc491181651][bookmark: _Toc491348975]Collective Agreement: Redundancy Payments to Public Servants 
The Department of Public Expenditure and Reform letter dated 28th June 2012 to Personnel Officers introduced, with effect from 1st June 2012, a Collective Agreement which had been reached between the Department of Public Expenditure and Reform and the Public Services Committee of the ICTU in relation to ex-gratia Redundancy Payments to Public Servants. It is a condition of the Collective Agreement that persons availing of the agreement will not be eligible for re-employment in the public service by any public service body (as defined by the Financial Emergency Measures in the Public Interest Acts 2009 – 2011) for a period of 2 years from termination of the employment. Thereafter the consent of the Minister for Public Expenditure and Reform will be required prior to re-employment. People who availed of this scheme and who may be successful in this competition will have to prove their eligibility (expiry of period of non-eligibility) and the Minister’s consent will have to be secured prior to employment by any public service body.
[bookmark: _Toc485824737][bookmark: _Toc491181652][bookmark: _Toc491348976]Declaration
Applicants will be required to declare whether they have previously availed of a public service scheme of incentivised early retirement and/or the collective agreement outlined above. Applicants will also be required to declare any entitlements to a Public Service pension benefit (in payment or preserved) from any other Public Service employment and/or where they have received a payment-in-lieu in respect of service in any Public Service employment.
Other Conditions of Employment
Further information on the conditions of employment will be outlined in the contract of employment for the successful candidate.

[bookmark: _Toc31616412]How to Apply
Applications should be made by e-mail prior to the deadline to cam@hia.ie.  Applicants should forward a completed application form and cover letter outlining their suitability for the position.  
The application form and cover letter should be emailed as one document in either Word or pdf format. 
Applications to be submitted by email, prior to the deadline must include:
In preparing your application, please consider the essential and desirable criteria for this position which is outlined in this Candidate Booklet.
[bookmark: _Toc16001772]Closing Date
[bookmark: _Hlk525214197]Deadline for application: 12pm (Midday) Tuesday 13th June 2023
Applications will not be accepted after the closing date.
Selection Process
Psychometric testing may be required for candidates, who are successful in the initial screening process, prior to or post being invited forward for interview. A competency-based interview process will be held with a selection panel comprised in accordance with the Authority’s arrangements for posts at this level. Please note Interviews may be held remotely using Video-Conferencing software.




















Citizenship
Persons who are not citizens of the EU, the European Economic Area (EEA) states and Switzerland are not eligible to compete.
The EEA consists of the member states of the European Union along with Iceland, Liechtenstein and Norway. Eligibility should be confirmed with the Department of Jobs, Enterprise & Innovation.
Reference Checks
Please note that any offer of employment made to a successful candidate will be subject to satisfactory reference verification and satisfactory verification of academic and professional qualifications.
Confidentiality
Candidate confidentiality will be respected at all stages of the recruitment process. Applicants should however note that all application material will be made available to those with direct responsibility for the recruitment process within the Authority.
Legal Compliance
The Authority is committed to complying with all relevant legislation over the course of this recruitment campaign, including the Employment Equality Acts 1998-2011, the Data Protection Acts 1988 - 2018, and the Freedom of Information Acts, 1997, 2003 and 2014.
Expenses
The Authority will not be responsible for any expense, including travelling expenses, candidates may incur in connection with their candidature.
Canvassing
Canvassing will result in disqualification from the competition.
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