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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's 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.
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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’s 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’s 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: Administration Assistant - Communications

Grade: Clerical Officer 

Post Type: Full Time

Duration: Permanent

Location: Dublin

Directorate: Communications Directorate
	
Remuneration: €30,773 - €43,224

Reporting to: Communications Manager



Leave allowance is 22 days per annum, increasing to 24 days’ annual leave upon 10 years’ service plus 10 Public / Bank Holidays.

The Job Holder will combine working in safefood’s office at Block A, Abbey Court, Lower Abbey Street, Dublin 1, D01 Y1X2
with working remotely (at home). Occasional travel within Ireland including spending time in the Cork office may be required to fulfil the requirements of the role.

Normal working hours are 9.00am – 5.00pm Monday to Friday. 
Flexible and Blended (Hybrid) Working.
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[image: ]Career Development

At safefood we believe in investing in our people, encouraging them to achieve a work-life balance while providing support for personal and professional development.

• 	We offer a wide range of learning and development opportunities to support you throughout your career.
• 	We provide study and financial support to encourage lifelong learning, as well as assisting you with the costs of professional membership fees.

Work Life Balance
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Description automatically generated]In line with comparable Irish Civil Service Terms and Conditions, safefood offers staff several leave options which support our people through various stages of their life. We have also developed a range of flexible working practices to make it easier for our employees to have a balance between the demands of work and their personal life.
These include:
• 	Competitive annual leave and public holidays. 
• 	Blended (Hybrid) Working. 
• 	Flexible Working including Flexitime.
• 	Career breaks.

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

This list is not exhaustive, and you may be required to take on other tasks and duties for the proper and effective performance of your role.  This Job Description will be subject to review and amendment as the demands of the role and the organisation evolve. Therefore, the Job Holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the Job Description, but which are commensurate with the role.


DUTIES AND RESPONSIBILITIES

1. Responsible for all Communications office administration duties within the Dublin sub office.

2. Maintenance of records and electronic filing systems to effectively manage all information within the Communications Directorate.


3. To carry out other relevant duties in the Dublin office including meeting arrangements, facilities and reception as required.

4. Script, create and schedule engaging social media content as required to help drive campaign messages and communication programmes.

5. Field media requests, following-up and scheduling interviews with the appropriate Safefood and external spokespersons as required in a timely, accurate and professional manner.

6. Assist in publicity duties as required including scripting press releases, scheduling press photo-calls, staff photography or media training for Safefood spokespersons.

7. Collaborate with Communications team in the development of the social media calendar. 

8. Attend events and produce live social media content. 


9. Supporting the Events Executive with online registration and event promotion as well as administration, logistics and event management tasks as required. 





10. Interact with users and respond to social media comments, messages and inquiries promptly to maintain a unified brand voice across channels. 

11. Assist in the development of social media marketing and influencer marketing.

12. Monitor media/digital trends, social listening and social media performance to ensure Safefood remains relevant and impactful. Assist in the compilation of a Quarterly Engagement Report, campaign evaluations and other reports / presentations as required. 



This list is not exhaustive, and you may be required to take on other tasks and duties for the proper and effective performance of your role.  This Job Description will be subject to review and amendment as the demands of the role and the organisation evolve. Therefore, the Job Holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the Job Description, but which are commensurate with the role.
safefood is committed to equality of opportunity.
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Person Specification

[bookmark: _Hlk145683556][bookmark: _Hlk144144108]Essential Criteria - Education/Qualifications & Experience
[image: ]
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· 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’ marketing/administrative experience gained within the public, private, voluntary or community sector environment in addition to the above qualifications
OR
OPTION 2
· a minimum of three years’ experience as outlined above with no qualification requirement.
· Good IT experience with Microsoft Office suite in a business context. Dealing with customers by email, social media, telephone and in person.
· Experience of handling correspondence and keeping records.
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Essential Criteria - Required Competencies
[image: ]
Delivery of Results

· Completes Work in a timely manner
· Checks all work thoroughly to ensure it is completed to a high standard and learns from mistakes
· Demonstrates initiative and flexibility in ensuring work is delivered


Information Management

· Approaches and delivers all work in a thorough and organized manner.
· Follows procedures and protocols, understanding their value and the rationale behind them
· Keeps high quality records that are easy for others to understand

Communication Skills
· Communicates clearly and fluently when speaking and in writing
· Can be firm when necessary and communicate with confidence and authority.

Team Work
· Develops and maintains good working relationships with others, sharing information and knowledge as appropriate
· Understands own role in the team, making every effort to play his/her part
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Desirable Criteria - Education/Qualifications & Experience
[image: ]
· Evidence of experience of working in a cross-border or all-island context.

· Experience in public relations/communications/social media.


· Have knowledge of social media, scheduling tools, Canva and a Content Management System in a business context.

· Ability to film social media content and edit video material.

· A diploma in public relations. [image: ]
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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 commitments mainstreamed into its main strategic and operational business plans. It is fully committed to fulfilling these obligations through a proactive approach to equality and human rights issues in all asp providing a working environment that is free from unlawful discrimination, victimisation or harassment. 

safefood’s Disability Action Plan opportunities that will support our efforts to meet our future commitments to combat.
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 can be accessed here:


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 Friday 04th October 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  
For more information regarding the Recruitment & Selection procedure at safefood please read the Candidate Briefing Notes.
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Timetable 
The anticipated timetable is as follows: 

Advertisement: 				Monday 23rd October 2024
Closing date for applications: 	Friday 4th October 2024
Shortlisting: 				Week commencing 7th October 2024
Interviews: 					Week commencing 21st October 2024
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]_______________________________________________________________
Reserve List
safefood operates a reserve list which will be used to cover vacancies that may arise for this or similar roles within the following 12 months.
_______________________________________________________________
Further Information 
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 call Human Resources on +353 (0)21 230 4100 or email recruit@safefood.net
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Key Terms and Conditions
Of Appointment

Salary Scale
The current salary scale ranges from €30,773 - €43,224 per annum.

Please note that the salary quoted is a salary scale.  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. Subject to satisfactory performance, increments may be payable in line with current Government Policy.

Different terms and conditions may apply if, immediately prior to appointment, the successful candidate is a serving civil or public servant.

Hours of Work
Normal working hours are 9.00am to 5.00pm, Monday to Friday. The working week is 35 hours. However, on occasions, staff will be requested to work additional hours as the needs of the business dictate.

Holiday Entitlement
Current holiday entitlement is 22 days’ annual leave increasing to 24 days’ annual leave upon 10 years’ service. Safefood also recognises 10 public holidays. 




Pension 
Safefood participates in the North South Pension Scheme. Current employee contribution rates are 4.6% for salaries under €32.566 and 5.45% thereafter for this grade of post. [image: ]
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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:





		Fax Number:



		Fax Number:





		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 (*see below) or Northern Ireland?  

		

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:





Notes



* 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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