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Introduction: The Mental Health Commission (“the MHC”) wishes to create a panel of HR
Managers to fill posts as they arise from time to time.

Grade: HR Manager

Office: Mental Health Commission

Location: Mental Health Commission, Waterloo Exchange, Waterloo Road.

Staff at MHC may also apply for a blended working arrangement.

Organisation Website:  www.mhcirl.ie

The MHC is an independent statutory body established in April 2002 under the provisions of the Mental
Health Act 2001 (“the 2001 Act”). The principal functions of the MHC, as specified in the 2001 Act, are to
promote, encourage and foster the establishment and maintenance of high standards and good practices in
the delivery of mental health services and to take all reasonable steps to protect the interests of persons
detained in approved centres. The MHC is also empowered to undertake such activities, as it deems
appropriate to foster and promote these standards and practices.

The functions of the MHC were expanded by the Assisted Decision Making (Capacity) Act 2015 (“the 2015
Act”). The 2015 Act provided for the establishment of the Decision Support Service (“the DSS”) to support
decision-making by and for adults with capacity difficulties and to regulate the individuals who are
providing supports to people with capacity difficulties.

The Commission is seeking to appoint a Human Resource Manager to support in the delivery of its Human
Resources strategy. The successful candidate will be a key member of the Human Resources team reporting
to the Head of HR. The HR Manager will provide best practice human resources knowledge, team
supervision, advice and technical management to support the delivery of the Commission’s business strategy.
The range of duties include managing complex employee relations matters, and providing expert and
practical advice to managers, as well as overseeing a Performance Management System, HRIS, Recruitment,
Resourcing, Payroll and Pensions and application of HR policies

Under the overall direction of the Head of HR, the key duties and responsibilities include:

Lead and develop the HR Operations team, driving high performance and continuous improvement.
Oversee HR operations across the full employee lifecycle, ensuring compliance with employment
legislation and organisation policies.

Manage HR systems and employee data, ensuring accuracy, integrity and confidentiality.

Produce HR metrics, dashboards and reports to support business decision-making and identify
trends.

Partner with managers to provide guidance on employee relations and people management matters
including occupational health.
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Take a lead role in the management of employee relations matters, including complex and sensitive
cases, providing practical advice in line with Irish employment legislation and HR best practice.
Oversee HR processes that support payroll and pension administration, including sick leave
entitlements in the Public Sector.

Drive process improvement initiatives to enhance operational efficiency and the employee
experience.

Act as the Access Officer for the MHC.

Build and manage relationships with external HR service providers and key stakeholders.

Support the Head of HR with operational priorities and strategic HR initiatives.

The duties and responsibilities enumerated in this Job Description should not be regarded as comprehensive.

The HR Manager is accountable to the Chief Executive of the MHC and reports directly to the Head of HR.

The Human Resource Manager will have a track record of delivering in the following key areas of
responsibility:

Degree qualified at level 8.

Minimum of 3 years’ HR experience, including team management within a busy HR operations
environment, in the Public Sector.

Proven experience in managing complex employee relations matters, with a strong track record of
independently managing sensitive cases.

Proven experience managing HR systems, people data and reporting.

Strong knowledge of Irish employment legislation and HR best practice.

Excellent leadership, coaching and stakeholder management skills.

Highly analytical with strong attention to detail and a process-driven approach.

Confident using HRIS platforms and Microsoft Office.

Able to prioritise effectively and thrive in a fast-paced, changing environment

The person appointed to the role of Higher Executive Officer will be required to show evidence of the
following competencies:

Team Leadership

Works with the team to facilitate high performance, developing clear and realistic objectives and
addressing and performance issues if they arise.

Provides clear information and advice as to what is required of the team.

Strives to develop and implement new ways of working effectively to meet objectives.

Leads the team by example, coaching and supporting individuals as required.

Places high importance on staff development, training and maximising skills & capacity of team.

Is flexible and willing to adapt, positively contributing to the implementation of change.
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Analysis & Decision Making

Gathers and analyses information from relevant sources, whether financial, numerical or otherwise
weighing up a range of critical factors.

Takes account of any broader issues and related implications when making decisions.

Uses previous knowledge and experience in order to guide decisions.

Makes sound decisions with a well-reasoned rationale and stands by these.

Puts forward solutions to address problems.

Management & Delivery of Results

Takes responsibility and is accountable for the delivery of agreed objectives.

Successfully manages a range of different projects and work activities at the same time.
Structures and organises their own and others work effectively.

Is logical and pragmatic in approach, delivering the best possible results with the resources
available.

Delegates work effectively, providing clear information and evidence as to what is required.
Proactively identifies areas for improvement and develops practical suggestions for their
implementation.

Demonstrates enthusiasm for new developments/changing work practices and strives to implement
these changes effectively.

Applies appropriate systems/ processes to enable quality checking of all activities and outputs
Practices and promotes a strong focus on delivering high-quality customer service, for internal and
external customers.

Interpersonal & Communication Skills

Builds and maintains contact with colleagues and other stakeholders to assist in performing role.
Acts as an effective link between staff and senior management.

Encourages open and constructive discussions around work issues.

Projects conviction, gaining buy-in by outlining relevant information and selling the benefits.
Treats others with diplomacy, tact, courtesy and respect, even in challenging circumstances.
Presents information clearly, concisely and confidently when speaking and in writing

Specialist Knowledge, Expertise and Self Development

Has a clear understanding of the roles, objectives and targets of self and team and how they fit into
the work of the unit and Department/ Organisation and effectively communicates this to others.
Has high levels of expertise and broad Public Sector knowledge relevant to his/her area of work.
Focuses on self-development, striving to improve performance.

Drive & Commitment to Public Service Values

Strives to perform at a high level, investing significant energy to achieve agreed objectives.
Demonstrates resilience in the face of challenging circumstances and high demands.

Is personally trustworthy and can be relied upon.

Ensures that customers are at the heart of all services provided.

Upholds high standards of honesty, ethics and integrity.
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Candidates must, by the date of job offer, be:

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

A citizen of the United Kingdom (UK); or

A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the

a 0 T o

free movement of persons; or
e. A non-EEA citizen who has a Stamp 4 permission* or a Stamp 5 permission.

* Please note that a 50 TEU permission, which is a replacement for Stamp 4EUFAM after
Brexit, is acceptable as a Stamp 4 equivalent.

The selection process will include:

Shortlisting of applications,
A competitive interview, and
Completion of all relevant checks as set out below

Additional selection steps may be included.

A selection board shall be established and shall use the essential requirements as referred to earlier in this
candidate information booklet to shortlist candidates. Scoring at the shortlisting stage shall be based on the
information contained in the application form. Therefore, it is in your interest to provide a detailed and
accurate account of how your skills, personal qualities, qualifications, and experience meet the requirements
of the post. While candidates may meet the eligibility criteria of the competition, if the numbers applying for
the post are such that it would not be practical to progress all candidates to the next stage of the selection,
which is the interview process, the MHC may decide that a certain number of candidates shall only be
progressed to the next stage. Candidates will be progressed through the various stages of the selection
process based on their order of merit at each stage.

Following the interview stage, the MHC shall produce a panel of candidates listed in order of merit. Not all
those interviewed may be placed on the panel.

Prior to recommending any candidate for appointment to a position, the HR team complete all relevant
checks. Until all stages of the recruitment process have been fully completed a final determination cannot
be made nor can it be deemed or inferred that such a determination has been made.
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Should the person recommended for appointment decline or having accepted it, relinquish it, the MHC may
at its discretion, select and recommend the next person on the panel for appointment and this will be based
on the results of this selection process.

The MHC is under no obligation to select a candidate from this panel.

Please note that any offer of employment made to a successful candidate may be subject to satisfactory:

Reference verification,
Qualification verification,
Medical Assessment, and
Garda Vetting

At the reference verification stage, referees sought will include your current employer and your next most
recent employer.

The recruitment process is being managed by the HR Team at Osborne Recruitment.
Applicants must submit their completed application form to MHC@osborne.ie

Deadline for application: 10am Monday 2" November 2026

Applications will not be accepted after the closing date and time. Therefore, it is your responsibility to ensure
that you have allowed sufficient transmission time for your application. Applicants must ensure they retain
a copy of the email submitted to MHC@osborne.ie including the date and time in case of any queries.

An acknowledgement email will be issued in respect of all applications received (this email will acknowledge
receipt, and it will not confirm eligibility or otherwise). If an applicant does not receive an acknowledgement
email within 2 working days of the date of submission, the applicant should contact MHC@osborne.ie to
ensure the application has been received.

A permanent, full-time contract of employment with the Commission will be offered to the HR Manager on
terms and conditions determined by the Mental Health Commission, with the consent of the Minister for
Health and the Minister for Public Expenditure and Reform.
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The HEO salary scale (rates effective 1 June 2026) is as follows:

€60,029 —€61,785 — €63,537 —€65,286 — €67,044 — €68,792 — €70,547 — €73,077 LSI1 — €76,546 LSI2

LSI 1 after 3 years satisfactory service at the maximum.
LSI 2 after 6 years satisfactory service at the maximum.

Candidates should note that entry will be at the minimum point of the scale and will not be subject to
negotiation. The rate of remuneration may be adjusted from time to time in line with Government
pay policy.

Different terms and conditions may apply if immediately before appointment you are a current serving
civil/public servant.

The rate will apply where the appointee is an existing civil or public servant appointed on or after
6 April 1995 or is newly recruited to the MHC and is required to make a personal pension contribution.

Note: Salary for the purposes of calculation of superannuation benefits may differ from the above
depending on individual circumstances.

Payment will be made fortnightly in arrears by Electronic Fund Transfer (EFT) into a bank account of the
successful candidate’s choice. Payment cannot be made until a bank account number, and bank sort code
has been supplied to the MHC. Statutory deductions from salary will be made as appropriate.

A staff member appointed to this post will agree that any overpayment of salary or travel and subsistence
may be deducted from future salary payments due in accordance with the Payment of Wages Act 1991 (as
amended). In accordance with that Act, the MHC will advise the staff member in writing of the amount and
details of such overpayment and give at least one week’s notice of the deduction to take place and will deduct
the overpayment, at an amount that is fair and reasonable having regard to all the circumstances, within six
months of such notice in accordance with the Act.

The appointment will be based on a permanent contract of employment with the MHC.

The probationary period will be for a period of nine months from the date of appointment.
Notwithstanding this paragraph and the paragraph immediately following below, this will not preclude an
extension of the probationary period in appropriate circumstances.

During the probationary period, a staff member’s performance will be subject to review by the line
manager to determine whether the staff member:
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(i)  bhas performed in a satisfactory manner; and
(ii)  has been satisfactory in general conduct.

Prior to completion of the probationary period a decision will be made as to whether the staff member
will be retained. This decision will be based on the staff member’s performance assessed against the
criteria set out in (i) and (ii) above. The detail of the probationary process will be explained to the staff
member by the MHC on commencement of employment.

Notwithstanding the preceding paragraphs in this section, the probationary period may be terminated at
any time prior to the expiry of the term of the contract by either side in accordance with the Minimum
Notice and Terms of Employment Acts 1973 to 2005.

The usual place of work will be the Mental Health Commission, Waterloo Exchange, Waterloo Road, D04
ESW7. The MHC reserves the right, at its discretion, to change this location to any other place within
Ireland.

Staff at the MHC can apply for a blended working arrangement as per the MHC Blended Working Policy.

Hours of attendance will be fixed from time to time but will amount, on average, to not less than 40 hours
gross of rest breaks or 35 hours net of rest breaks per week.

The successful candidate will be required to work such additional hours from time to time as may be
reasonable and necessary for the proper performance of his/her duties, subject to the limits set down in
the working time regulations. This may include working evenings and weekends.

Outside Employment: The position will be full-time, and the appointee shall not engage in private practice
or be connected with any outside business which conflicts in any way with his/her official duties, impairs
performance or compromises his/her integrity.

The annual leave allowance for the position of HR Manager will be 29 days per annum. This allowance is
subject to the usual conditions regarding the granting of annual leave in the public sector, is based on a
five-day week and is exclusive of the usual public holidays.

The terms of the Organisation of Working Time Act 1997 will apply, where appropriate, to this
appointment.
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The successful candidate will be offered the appropriate superannuation terms and conditions as prevailing
in the Public Service, at the time of being offered an appointment. Further information is available on
request.

Candidates are also advised to refer to the following for further information:

Incentivised Scheme for Early Retirement
The Department of Health Circular 7/2010
Collective Agreement: Redundancy Payments to Public Servants

Normal rules of the Public Service will apply as regards eligibility. In the case of the Incentivised Scheme
for Early Retirement (ISER), one of its conditions at paragraph 12 of Circular 12/09 debars retirees from
the Public Service under that Scheme from applying for another position in the Public Service. Therefore,
such retirees cannot apply while the above restrictions continue in force.

Important Notice: The above represents the principal conditions of service and is not intended to be the
comprehensive list of all terms and conditions of employment which will be set out in the employment
contract to be agreed with the successful candidate.

Applicants will be required to declare whether they have previously availed of a Public Service scheme
of incentivised early retirement. 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.
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If you have a disability or if you think you may require a reasonable accommodation at any stage of the
selection process, we strongly encourage you to make this known at the earliest opportunity so we can ensure
you get the support you need. Such accommodations may include adjustments to the format or delivery of
assessments, additional time, or other tailored supports. We are committed to engaging with candidates to
ensure, insofar as practicable, that appropriate supports are put in place to enable equitable participation in
the recruitment process for all candidates.

All requests for reasonable accommodations will be considered on a case-by-case basis, having regard to the
individual circumstances, in line with best practice and current legislation. Having a disability or requiring
adjustments will not impact your progress in the selection process, and you will not be disadvantaged by
disclosing your disability or requirements.

Candidates who wish to discuss or request a reasonable accommodation should:
Contact the recruitment team at HR@mbhcirl.ie as early as possible.
Candidates should provide sufficient detail regarding the nature of the accommodation required to assist in

making appropriate arrangements. Where necessary, we may seek supporting medical or professional
documentation to facilitate the assessment of the request.

The Ethics of Public Office Act 1995 and the Standards in Public Office Act 2001 applies to this post.

Candidate confidentiality will be respected at all stages of the recruitment process. All personal information
provided on this application form will be stored securely by the MHC and will be used solely for the
purposes of processing your candidature.

The MHC are committed to complying with all relevant legislation over the course of this recruitment
campaign, including but not limited to, the Employment Equality Acts 1998-2011, the General Data
Protection Regulation (GDPR), the Data Protection Act 2018 and the Freedom of Information Act 2014.

The MHC will not be responsible for any expense, including travelling expenses, candidates may incur in
connection with this competition.

11



m h seirbhis tacaiochta
cinnteoireachta

coimisiin meabhair - shidinte

mental health commission sl decision support service

Canvassing is prohibited and will result in disqualification from the competition.

The MHC may at its discretion cancel this competition due to a change in business needs. Should this occur
after the competition closing date applicants will be notified in writing.

Personal data is collected and processed as part of the recruitment process. This section sets out the
information under the following headings:

Personal data collected.

Lawful basis for processing personal data.
How your information may be shared.
How long your information may be stored.
Your data protection rights.

The MHC collects personal data from prospective candidates as part of the recruitment process. In meeting
its data protection obligations, the MHC is committed to being accountable and transparent about how it
gathers and processes this information.

The General Data Protection Regulation (GDPR) defines ‘personal data’ as meaning any information relating
to an identified or identifiable living individual. It defines categories of ‘personal data’ as being name,
address, date of birth, etc. The GDPR also sets out ‘special categories of personal data’ for more sensitive
information that include, for example, health data.

The MHC conducts a competency-based recruitment process. Each candidate is asked to submit an
application form. This recruitment process will often include a pre-employment medical assessment and
references check. Depending on the role applied for, it may also include Garda vetting.

The MHC processes personal data provided by you in your application form during the recruitment process
on the lawful basis of ‘consent’. Your consent is required in order to process any personal data provided in
the application for the specific purpose of progressing an application through the recruitment process.

In the case of a successful candidate, personal data provided during the recruitment process may form the
basis of the contract of employment.
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Personal data of prospective candidates and current employees (full-time, part-time, contract and agency)
is processed on the basis that it is required for the MHC’s compliance with legislation (e.g., employment
legislation). The MHC provides its employees with a Privacy Statement in relation to its use of employee
information.

Your information may be shared with other parties as part of the recruitment process. Where this occurs,
information is shared by necessity and in confidence.

The MHC has a Data Retention Policy that it applies to all information it stores. This policy is updated on an
ongoing basis to keep pace with all relevant legislative changes.

For those individuals who have been unsuccessful in the recruitment process, all information provided to
the MHC will be retained by the MHC for a period of no more than 12 months. At the end of this period, or
if you withdraw your consent, your information will be securely destroyed.

For those individuals who have been successful in the recruitment process, all information provided to
the MHC will be placed on your employee file. It will be retained during the course of your employment
with the organisation and for an appropriate period thereafter. At the end of this period, or if you
withdraw your consent, your information will be securely destroyed.

You have rights in relation to personal data collected, processed and stored by the MHC. Further

information is available on our website under the heading ‘Data Protection and Access Requests’.
This section outlines what your data protection rights are and how to make a Data Subject Access
Request to the MHC.

If you have any questions or would like to make a Data Subject Access Request, you may contact
the Data Protection Officer at the MHC. The contact details are as follows:
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By Post

Data Protection Officer,

Mental Health Commission,

The Waterloo Exchange, Waterloo Road
Dublin 4 D04 E3W?7

By Email

DPFOI@mbhcirl.ie
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