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About Safefood

[bookmark: _Toc353357493][bookmark: _Toc467588212]Safefood is a North-South body, responsible for the promotion of food safety and healthy eating on the island of Ireland. It was established in 1999 under the terms of the British-Irish Agreement Act 1999 and the North-South Co-operation (Implementation Bodies) Northern Ireland Order 1999.
The governing legislation confers the following specific functions on the organisation:
· Promotion of food safety 
· Research into food safety 
· Surveillance of foodborne disease 
· Promotion of scientific co-operation and laboratory linkages 

In addition to these specific functions, Safefood has a general remit to act as an independent source of scientific advice.
[bookmark: _Toc304980202][bookmark: _Toc306097190]What we do
Safefood works in four key areas: education, research, nutrition and healthy eating, and communications.
[bookmark: _Toc279737210][bookmark: _Toc304980203][bookmark: _Toc306097191]Education
With the rise in foodborne disease and the changes in our food supply chain, it is important that people are educated on the importance of food safety and food hygiene. Safefood recognises that teachers play a vital role in developing the habits of young people.  and works to develop new tools and resources for different age groups and classes across the island of Ireland as well as regularly updating existing resources.
[bookmark: _Toc279737211][bookmark: _Toc304980204][bookmark: _Toc306097192]Research
Food safety policies are underpinned by comprehensive access to current, accurate, high-quality scientific information.  In order to address gaps in scientific knowledge related to food safety and to facilitate timely decision-making on emerging issues, Safefood aims to undertake appropriate research and knowledge gathering.   
[image: ]Our research office is supported by Safefood Advisory Committee, which brings together experts and representatives with a broad range of professional expertise, experience and backgrounds who can provide strategic and technical advice and guidance.  The research office aims to commission research and is responsible for the subsequent monitoring and dissemination of research information.

[bookmark: _Toc279737212][bookmark: _Toc304980205][bookmark: _Toc306097193]
Nutrition and Healthy Eating
Safefood has a legislative role in ‘providing food safety advice and guidance, including advice on nutritional aspects of various foods. It requires Safefood to participate actively in the field of nutrition. Nutrition related issues, in particular, obesity is among the key public health threats facing all developed countries. This is a considerable challenge facing society across the island of Ireland and a multi-sectoral, interdisciplinary approach is required. Given Safefood all-island remit, it is uniquely placed to make a valuable contribution in tackling obesity and other nutrition related issues on an all-island basis. Over the past years Safefood has developed key partnerships and collaborations with nutrition stakeholders on the island of Ireland.  Safefood will continue to adopt a complementary and collaborative approach in the area. 
[bookmark: _Toc279737213][bookmark: _Toc304980206][bookmark: _Toc306097194]Communications 
The Communications Directorate is responsible for promoting the organisation’s key messages of food hygiene, food safety and nutrition through the development of targeted public awareness and educational campaigns. The aim of these campaigns is to raise awareness of important public health issues and to encourage changes in consumer behaviour.  Safefood messages are based upon solid scientific data and consumer research to assess the needs of the population on the island of Ireland. These messages are delivered through traditional and new media outlets such as social media, consumer and stakeholder events, sponsorship, advertising, direct marketing, public relations and communication with industry and stakeholders. Safefood places people at the centre of its communications activities when communicating messages of food safety, food hygiene and nutrition on the island of Ireland. We regularly carry out research to determine issues that are of importance to our target audience. These research findings inform our campaigns and are communicated with the public. Through our public awareness and educational campaigns, we aim to educate people about the importance of hand washing, the correct storage, preparation and cooking of food, our rights in relation to food hygiene and safety, food supply chains and the importance of healthy eating.
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The Role

Job Title: Receptionist / Administrative Assistant   - Temporary Maternity Leave Cover, Part-time contract 


Hours: Normal working hours are 9.00am – 5.00pm Tuesday, Wednesday and Thursday.

Location: Cork

Directorate: Corporate Operations
	
Remuneration: €18,464 per annum (pro-rata)

Reporting to: ICT & Facilities Manager

Leave allowance is 14 days per annum (pro-rata), plus Public/ Bank Holidays.

The Job Holder will work in Safefood’s headquarters at Little Island, Cork. Occasional travel within Ireland including spending time in the Dublin office may be required to fulfil the requirements of the role.

Normal working hours are 9.00am – 5.00pm Tuesday, Wednesday and Thursday. Safefood operates a flexible working policy.
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Additional Financial Benefits 

• 	Attractive pension scheme where you will pay a rate of between 4.6% and 7.35% depending on your salary. 
• 	Full Payment top up for maternity / paternity / adoptive leave (subject to terms and conditions).
• 	Overtime rates are available to employees who work beyond their normal working hours according to their terms and conditions.

Employee Wellbeing

• 	Free, confidential counselling and support to employees 24/7 through our Employee Assistance Programme (EAP).
• 	VDU Eye Examinations and a contribution towards frames if recommended
• 	Flu vaccinations
[image: ]• 	Bike to Work Scheme
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Job Description


	JOB TITLE
	Receptionist / Administrative Assistant (Corporate Operations) Temporary Maternity Leave Cover, Part-Time Contract



	SALARY
	€18,464 per annum (pro-rata)



	REPORTS TO 
	ICT & Facilities Manager



	LOCATION	
	Cork; however as Safefood is an all island body there will be a requirement to travel from time to time.	



JOB PURPOSE

[bookmark: _Hlk117604561]The receptionist provides administrative and clerical support to the organisation and, as the first point of contact for visitors, Safefood’s receptionist must provide a positive image of the organisation to both internal and external customers by managing the front desk.  They are responsible for coordinating front-desk activities, including distributing correspondence and redirecting phone calls and for coordinating and administering Safefood’s travel desk, procurement and in-house event organisation.

As this is also a customer service role, the receptionist should have a pleasant personality and be able to deal with emergencies in a timely and effective manner, while streamlining office operations.











DUTIES AND RESPONSIBILITIES

1. Greet and welcome guests as soon as they arrive at the office and direct visitors to the appropriate person and office. 

2. Answer, screen and forward incoming phone calls.

3. Maintain office security by following safety procedures and office opening/closing procedures.  

4. Manage catering facilities as required.

5. Assist with internal and external meeting arrangements and minutes as required.

6. Booking (and arranging if required) of travel arrangements for staff, including taxis following correct procurement guidelines and maintaining a travel diary for all staff.  

7. Ordering office supplies and keeping inventory of stock. 

8. Stamping and distribution of internal post and, if required, franking of external post as well as ensuring that the franking machine is kept fully stocked.

9. Informing the IT Manager or the HR Executive of all facilities’ maintenance visits.

10. Supporting the directorates by undertaking all general office administration.

11. Managing Petty Cash and Credit Card transactions, paying bills and ensuring payments are verified, recorded and balanced.

12. Ensure large goods deliveries are removed from Reception swiftly.

13. Ensure monthly arrangements for Confidential Bins, drinking water etc. are coordinated and maintained.

14. Assist with the provision and maintenance of the Cork Office.

This list is not an exhaustive list and you may be required to take on other tasks and duties for the proper and effective performance of your role.  Your role will change as the needs of the business change and you will be required to adapt to these changes and to develop your role going forward.
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[bookmark: _Hlk144145667]
Person Specification

[bookmark: _Hlk144144108][bookmark: _Hlk145683556]Essential Criteria - Education/Qualifications & Experience

· Leaving Certificate (Standard/Ordinary level) - 5 grades A-D (including maths and English) or 5 GCSE’S grades A-C or equivalent (including maths and English) with a minimum of 2 years clerical/administrative experience gained within the public, private, voluntary or community sector environment in addition to the above qualifications OR

· A minimum of three years’ experience as outlined above with no qualification requirement.

· Good IT skills with previous experience in Microsoft office product suite in a business context.

· Experience of dealing with customer queries in person and by telephone

· Experience of handling correspondence and keeping records.

REQUIRED COMPETENCIES

Customer Service & Communication Skills

· Is respectful, courteous and professional, remaining composed, even in challenging circumstances 

· Communicates clearly and fluently when speaking and in writing








Information Management / Processing

· Approaches and delivers all work in a thorough and organised manner

· Follows procedures and protocols, understanding their value and the rationale behind them

· Keeps high quality records that are easy for others to understand


· Suggests new ways of doing things better and more efficiently


Team Work

· Develops and maintains good working relationships with others, sharing information and knowledge, as appropriate

Delivery of Results

· Adapts quickly to new ways of doing things and can work with minimum supervision.


DESIRABLE EXPERIENCE 

· Evidence of experience of working in a cross-border or all-island context
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Confidential Personal Details

	How/where did you hear of this vacancy?






	1.   Personal Details

	Surname:




                                 




	First Names (please underline the name you are known by):


	Title: Mr/Mrs/Miss/Ms/Dr




                               

	Address:

















	Contact Details for interview:  
	Home No:



	Mobile No:

	E-mail address:






	2.   Supplementary Information (successful candidates may be asked to supply documentary evidence in support of stated salary)

	Please state length of notice required:




	Present Salary: 



	Reason for leaving:


















	3.   Interview Arrangements (Please provide details of any special arrangements in relation to either communications or access which you may require at the interview centre):


	














	4.   References: Please give the names, addresses and telephone numbers of two referees.  One referee must be your most recent employer. 

	Name and Position:








	Name and Position:





	Company and Address:











	Company and Address:



	Telephone No:
	Telephone No:


	
	

	E-Mail:



	E-Mail:

	5.  Additional Information

	Have you applied for a position at Safefood before?
	Yes ☐
	No ☐


	We ask candidates to disclose relevant convictions which are not yet ‘spent’ under the Criminal Justice (Spent Convictions and certain Disclosure) Act 2016.  If you are not sure whether your convictions are ‘spent’, please seek legal advice.  

Do you have any ‘unspent’ convictions?


	



Yes ☐
	



No ☐


	Are there any restrictions on your right to work in the Republic of Ireland or Northern Ireland?  (*see below)

	
Yes ☐
	
No ☐


	Are there any restrictions on your right to travel outside of the island of Ireland?

	
Yes ☐
	
No ☐

	Have you previously availed of a Voluntary Early Retirement Scheme or any other Redundancy Scheme in the Public Sector?

If YES, do the terms of the Scheme allow you to apply for this position?

	
Yes ☐

Yes ☐
	
No ☐

No ☐

	If any of your answers are yes, please give further details:
















	6.   Declaration



I confirm that the information that I have provided in this form and on my CV is correct and complete.  I understand and accept that if I knowingly withhold information, or provide false or misleading information, this may result in my application being rejected, or if I am appointed, in my dismissal. If required, documentary evidence must be supplied. I understand that I must fully complete this form in order to be entered into the screening process. I further understand that employment with Safefood is contingent upon satisfactory reports on a check of my references.


Signed:								Date:



* Candidates must ensure they satisfy all statutory and immigration requirements to work in Ireland.

Eligible Candidates must be:
(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 the United Kingdom (UK) or
(c) 	A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the free movement of persons or
(d) 	A non-EEA citizen who is a spouse or child of an EEA or UK or Swiss citizen and has a stamp 4 visa or
(e) 	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
(f) 	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.
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Additional Information

Safefood is committed to equality, diversity and inclusion throughout its work. safefood is required to comply with Equality and Human Rights legislation in both Ireland and Northern Ireland with equality objectives and 
opportunities that will support our efforts to meet our future commitments to combat climate change.
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The Recruitment and
Selection Process

How to Apply
[bookmark: _Hlk117600427]You must e-mail your CV, a covering letter and the Personal Details Form to recruit@safefood.net  Applications will not be considered if all three documents are not submitted.
Candidates should endeavour to address how they meet both the essential experience and the competencies outlined in the Person Specification in their covering letter. This should be a maximum of one A4 page and must be typed.
The CV should give relevant education details / qualifications and career history and ideally should be no longer than two pages.
The Personal Details Form is a separate document on this page.
It is important that you complete all sections of the Personal Details Form. On completing the Form with your details, please save a copy and e-mail the Form together with your CV and covering letter to recruit@safefood.net   
All applications must be received by 12 noon on Wednesday 11th December 2024.
Applications received after this date and time will not be accepted. Please note that there may be a time delay in receiving e-mail applications. Therefore, we recommend that a minimum of one hour be allowed for your application to reach recruit@safefood.net  

[image: ]_____________________________________________________________


Timetable 
The anticipated timetable is as follows: 

Advertisement: 				Friday 29th November 2024
Closing date for applications: 	Wednesday 11th December 2024
Interviews: 					Thursday 19th December 2024 in Cork
Please note that these time frames are indicative and are provided to support all candidates in their preparation / planning for this recruitment assignment.




[bookmark: _Hlk145530984]_______________________________________________________________
Further Information 
Applications on a secondment basis will be considered provided you have prior agreement from your current organisation / line manager.
Further information about Safefood can be gained by visiting our website:  www.safefood.net

Should you have any further queries about the recruitment and selection process please email Human Resources recruit@safefood.net
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Key Terms and Conditions
Of Appointment

Salary Scale
The current salary is €18,464 per annum.

Hours of Work
Normal working hours are 9.00am to 5.00pm, Tuesday, Wednesday and Thursday. However, on occasions, staff will be requested to work additional hours as the needs of the business dictate.

Holiday Entitlement
Current holiday entitlement is 14 days pro rata. Safefood also recognises public/bank holidays. 
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safefood

7 Eastgate Avenue, Eastgate, Little Island, Co.Cork, T45 RX01
7 Ascall an Gheata Thoir, An tOiléan Beag, Co. Chorcaf, TT45 RX01
7 Astyett Avenue, Aistyett, Wee Isle, Co. Cork, T45 RX01

Tel +353 (0)21 230 4100
Fax+353 (0)21 230 4111

email: infogsafefood.net

© @safefood_net
© @safefood_net

@ Helpline
ROI'1850 404 567 NI0800 085 1683
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