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CANDIDATE INFORMATION BOOKLET 

PLEASE READ CAREFULLY 
 

The Pensions Authority is an equal opportunities employer 
 

 
 

Clerical Officer positions in the Pensions Authority 
 

 
Title:   Clerical Officer  
 
Employer:   The Pensions Authority 
 
Salary:  €23,338 
 
Level:  Clerical Officer (Standard Scale) 
 
Posts: Two permanent Clerical Officer positions and various 

temporary Clerical Officer positions across the Authority 
(subject to satisfactory completion of probation) 

The Authority may also choose to establish a panel from which 
future permanent and temporary Clerical Officer vacancies may 
be filled. 

Email: clericalofficer@osborne.ie 
 
Closing time and date: 12.00pm (noon) on Thursday, 1 November 2018 
 

 
The Pensions Authority 

Verschoyle House 
28-30 Lower Mount Street 

Dublin 2 
www.pensionsauthority.ie  
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Introduction 
The Pensions Authority (the Authority) is a statutory body set up under the Pensions Act, 
1990 as amended (the Act). The Authority regulates occupational pension schemes; trust 
RACs and Personal Retirement Savings Accounts (PRSAs) in Ireland. The Pensions 
Authority’s mission is to:  

1. foster public confidence in pensions by regulating pension schemes and PRSAs 
effectively and efficiently.  

2. support pension scheme trustees and the public through providing guidance and 
information.  

3. provide expert advice to the Minister for Employment Affairs and Social Protection to 
help inform policy development.  

 
The Authority has six Units to oversee its work. These are:  

 Compliance – manages and oversees the compliance of all regulated entities with 
the Pensions Act.  

 Development – designs and implements changes to the Authority’s oversight of 
regulated entities. 

 Legal – provides legal advice and expertise for the organisation.  
 Operations – responsible for corporate services and communications.  
 Regulatory Intelligence – responsible for all IT and data management.  
 Technical – manages enquiries, technical advice and guidance, external 

relationships.   

The role of the Clerical Officer (General) 
The duties of the Clerical Officer involve clerical and administration tasks and may vary 
depending on the nature of work carried out by the employing operating unit. The Clerical 
Officer will normally report to the relevant Executive Officer.  
 
The main duties and responsibilities of this role include: 

 General clerical duties – typing, filing, photocopying, inputting data, handling/dealing 
with correspondence, answering/making phone calls etc.; 

 Supporting line managers and colleagues; 
 Processing, auditing and examination of various documentation;  
 Managing high volumes of data input and validation; 
 Dealing with the public/customers (internal and external) e.g. responding to queries 

and providing information in a professional and courteous manner, in person, on the 
telephone and via e-mail; 

 Use of Information Technology e.g. word processing, spreadsheets, database, e-
mail and internet; 

 Providing secretarial support for meetings and taking minutes when required; 
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 Maintaining complete and accurate files and records, for example, by using the 
Authority’s data system or other filing systems that are in place;  

 Providing reception cover e.g. operating the switchboard, answering and directing 
calls, greeting visitors, logging post/cheques etc.; 

 Supporting supervisors and colleagues as required; 
 Working as part of a team to deliver high quality services; 
 Completing routine accounts work; 
 Complying with any duties that may be assigned from time to time by the relevant 

Unit Head. 
 

Note 
The above is a general summary of the Clerical Officer duties within the Authority. However, 
duties may vary depending on the operating unit to which successful candidates are 
allocated. 
 
The role of the Clerical Officer (Finance)  
The duties of the Clerical Officer involve clerical and administration tasks and may vary 
depending on the nature of work carried out by the employing operating unit. The Clerical 
Officer will normally report to the relevant Executive Officer.  
 
The main duties and responsibilities of this role are as above, and also include:  
 Dealing with routine fees/accounts queries in an efficient and effective manner and 

providing support to the EO/HEO (Finance); 
 Completing creditor payments (every 15 days), including managing the invoice 

approval process, posting invoices to the Great Plains accounting system, manual 
cheque payments and issuing remittances etc.; 

 Reconciling creditors statements on a monthly basis; 
 Managing petty cash funds and claims including monthly reconciliation of the petty 

cash account; 

 Processing travel card requests from employees; 
 Providing assistance with other finance duties as and when required; 
 Checking banking online daily for fee and miscellaneous payments received, 

identifying payers and passing to relevant team for allocation;  
 Photocopying cheques and lodging to bank on a regular basis; 
 Completing daily reports, adjustments and financial journals on the Authority’s data 

system.  

Requirements for all Clerical Officer roles 
 Relevant clerical/administration/customer service experience 
 Relevant financial experience for the Finance role 
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 Ability to work on own initiative  
 Proficiency in the use of Microsoft Office and databases 
 Strong written and verbal communication skills 
 Excellent customer service skills 
 Ability to work effectively within a team environment 
 Commitment to delivering quality work 
 Sound judgement and problem-solving skills 
 Willingness to learn and to develop skills, knowledge and expertise 
 A compliance or regulatory background and/or pensions administration experience 

would be an advantage.  
 
Restrictions on eligibility 

Candidates should note that anyone who has taken part in the public service early 
retirement schemes set out below is not eligible to take part in this competition. 
 
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 may not apply for this position. 
 
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 funds. 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. 
 
 
 
Application process 
Interested candidates must submit an application form demonstrating how they meet the 
requirements of this position to clericalofficer@osborne.ie. 
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Applicants must demonstrate in the application form, by reference to specific achievements 
in their career to date that they possess the qualities, skills and knowledge required for the 
role of Clerical Officer as identified in the ‘Requirements’ and the Pensions Authority 
competency framework for Clerical Officer (set out in Appendix 1). 
 
Interested candidates must submit an application form as provided.  
 
Email applications must be marked in the subject heading as ‘Clerical Officer Pensions 
Authority’. Please note that failure to do so may result in your application being deemed 
ineligible.  
 
It is strongly recommended that you do not change your email address or mobile phone 
number in the course of this recruitment competition, as any correspondence will be through 
the email address/mobile phone number originally supplied by you.  
 
Closing date 
The closing date and time for receipt of applications is Thursday, 1 November 2018 at 12 
noon. Only applications fully completed and submitted by email on time will be accepted 
into the competition process.  
 
If you do not receive an acknowledgment of receipt of your application within three working 
days of the closing date, please contact Ms. Mary O’Sullivan at clericalofficer@osborne.ie 
or 01 638 4400. Please note the requirement above relating to the email subject heading.  
 
It is the Authority’s policy that applications will strictly not be accepted after the 
closing time. 
 
Selection process 
Normally the number of applications received for a position exceeds that required to fill the 
vacancy. 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 process, the Authority may decide that a certain number only will 
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.  
 

The selection process may include: 
 Shortlisting of candidates on the basis of the information provided in the application 

to reduce the list of candidates for interview. It is therefore in your own interest to 
provide a detailed and accurate account of how your skills, personal qualities, 
qualifications and experience meet the requirements of the post.  
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 The selection process may also include: 
- a competitive initial/preliminary interview; and/or 
- a competitive final interview(s); and/or 
- presentations or tasks 

 Notification to attend interview will issue at least one week in advance. Candidates 
will be required to attend interviews at their own expense. It is not possible to alter 
the allocated interview date or time. Candidates who do not attend for interview 
when and where required, or confirm their attendance for interview if 
requested, will have no claim for further consideration and their candidature 
will be deemed to be withdrawn. It is expected that interviews will be conducted the 
week commencing 26 November 2018. 

 Candidates must produce satisfactory documentary evidence of all qualifications 
claimed by them, on request. Failure to produce such documentary evidence when 
requested may lead to disqualification from the competition and/or termination of 
contract. Therefore, it is advised that you have this documentation available to you 
when making your application.  

 Any candidate who supplies false or misleading information in their application may 
be disqualified. 

 We will endeavour to keep candidates informed of the progress of their application at 
the earliest possible date.  
 

Candidates should note that canvassing will disqualify and will result in their 
exclusion from the process. 
 
Important notes regarding the establishment of and placement on a panel 
The Authority may establish a panel of the successful candidates in order of merit. Any panel 
created will expire after a designated period from its establishment, or when it has been 
exhausted, whichever is sooner. The Authority may decide that only a certain number will 
be placed on any such panel. Qualification and placement on a panel is not a guarantee of 
appointment to a position. Candidates not appointed at the expiry of the panel will have no 
claim to a position thereafter because of having been on the panel.  
 
More detailed information regarding establishment of a panel (if any), duration of any such 
panel and placement on the panel will be provided to successful candidates. 
 
Please note the Authority reserves the right to contact all available successful candidates in 
the event that panels are exhausted. The Authority reserves the right to extend the life of 
the panel to fill specified purpose and/or permanent vacancies that may arise. The Authority 
may modify panel management rules in line with service need during the lifetime of the 
panel.  
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If you are placed on a panel, and are subsequently offered an assignment, you must be 
available to take up the post as offered. Vacancies may need to be filled with immediate 
effect therefore if you are not contactable, the Authority will immediately move on to the next 
available candidate. Candidates who wish to be considered for positions which may arise 
must be available for the full duration of the contract offered. Extended holiday plans during 
this period may affect your possible assignment. 
 
General conditions of employment  
 
Pay 
Entry will be at the minimum of the Clerical Officer (Standard) Scale, which is €23,338 for 
persons appointed to certain direct entry grades in the public service on or after 6 April 1995. 
The salary scale for the position (as per Circular 16/2018) is as follows: 
 
For persons newly appointed to the public service on or after 6 April 1995 (Class A PRSI): 
€23,338, €24,865, €25,254, €26,010, €27,127, €28,241, €29,355, €30,469, €31,553 
€32,638, €33,401, €34,474, €35,540, €37,204, €38,512¹, €39,112² 
 
Long service increments may be payable after 3 years (LSI-1) and 6 years (LSI-2) satisfactory 
service at the maximum of the scale. Increments are normally awarded annually subject to 
satisfactory performance and sick leave limits; however, payment of increments and or the 
rate of remuneration may be adjusted from time to time in line with Government pay policy.  
 
Tenure 
In the event of appointment to a permanent or temporary position with the Authority the 
appointee must serve a probationary period, which normally will last for 11 months. If at any 
time during this period it appears that the appointee would not be suitable for final 
appointment the probation will be terminated.  
 
Hours of attendance 
Hours of attendance will be fixed from time to time but will amount, on average, to not less 
than 43 hours and 15 minutes gross or 37 hours net of lunch breaks per week.  Normal 
working hours are from 09.00 to 17.30 Monday to Thursday and 09.00 to 17.15 on Friday, 
including lunch.  Evening and weekend work may be required from time to time. 
 
Where extra attendance is necessary, payment or time off in lieu may be allowed in 
accordance with the normal regulations for the grade. Please note that hours of attendance 
may be subject to change from time to time in line with Government/local policy and 
practices. 
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Annual Leave 
The annual leave allowance for the position of Clerical Officer is 22 working days per year, 
rising to 23 after five years’ service and to 24 after ten years’ service. This allowance is 
subject to the usual conditions regarding the granting of annual leave, is based on a five day 
week and is exclusive of the usual public holidays.  
 
Business Travel  
When absent from home and headquarters on duty appropriate travelling expenses and 
subsistence allowances will be paid subject to the normal Civil Service regulations. 
 
Pension Entitlements 
The successful candidate will be offered the appropriate pension terms and conditions as 
prevailing in the Authority at the time of being offered an appointment. In general, and except 
for candidates who have worked in a pensionable (non-single scheme terms) public service 
job in the 26 weeks prior to appointment, this means being offered appointment based on 
membership of the Single Public Service Pension Scheme (“Single Scheme”). Candidates 
will be notified of which scheme will apply to them, at the time of being offered an 
appointment.   
 
The Single Scheme, as provided for in the Public Service Pensions (Single Scheme and 
Other Provisions) Act 2012, came into effect on 1 January 2013. From that date onwards, 
new public servants will be members of the Single Scheme, which will provide CPI-linked 
defined-benefit pensions based on career-average pay. The Scheme’s minimum pension 
age will be linked to the State Pension age (66 years initially, rising to 67 in 2021 and 68 in 
2028). Retirement for most members will be compulsory on reaching age 70. For further 
information in relation to the Single Public Service Pension Scheme for Public Servants 
please see:  http://www.per.gov.ie/pensions. 
 
Pension Accrual 
A 40-year limit on total service that can be counted towards pension where a person has 
been a member of more than one existing public service pension scheme will apply. This 
40-year limit, which is provided for in the Public Service Pensions (Single Scheme and other 
Provisions) Act 2012 came into effect on 28 July 2012. This may have implications for any 
appointee who has acquired pension rights in a previous public service employment. 
 
Pension-Related Deduction 
This appointment is subject to the pension-related deduction in accordance with the 
Financial Emergency Measures in the Public Interest Act, 2009, most recently amended by 
FEMPI Act, 2015. Section 4 of the Public Service Pay and Pensions Act 2017 abolishes 
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PRD with effect from 1 January 2019, i.e. PRD will no longer apply after 2018. It will be 
replaced by an “Additional Superannuation Contribution” (ASC) payable by public servants 
on their pensionable pay. ASC is provided for in law by Part 4 of the 2017 Act, and will 
commence on 1 January 2019. 
 
Note 
Candidates should note that different pay and conditions may apply if, immediately prior to 
appointment with the Authority, the appointee is/was a serving civil or public servant. 
 
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. 
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Appendix 1 - Clerical Officer Competencies 
 

Competency Typical behavioural indicators 
Working with others   Fully understands their own role within the team. 

 Actively seeks out work and supports colleagues. 
 Actively contributes to the success of the team. 
 Is a good team player, works well with others and forms positive and 

constructive relationships; encourages and supports colleagues.  

 Learns from mistakes and shows openness and willingness to accept 
constructive feedback. 

Information 
management and 
processing  

 Uses information effectively and appropriately.  
 Keeps thorough records and files including records of phone calls, 

meeting attendances, correspondence, decisions taken and reasons etc. 
 Is comfortable working with different types of information and systems, 

e.g. written, numerical, charts, in-house IT systems, etc. 

Delivery of results   Consistently delivers a high quality service to customers (internal and 
external) and complies with the Authority’s Customer Charter in doing so. 

 Has an organised and disciplined approach to getting work done; 
demonstrating strong administration skills (typing, filing, document 
handling, etc.) and organisational skills (prioritising tasks, time 
management etc). 

 Takes responsibility for assigned tasks and delivers on time and to a high 
standard.  

 Shows attention to detail and checks his/her work thoroughly before 
passing on to the appropriate next level and/or releasing. 

 Is self reliant and keeps his/her supervisor informed of any issues that 
arise; seeks help when uncertain how to handle an issue and escalates 
issues where appropriate. 

 Responds positively to change, embracing new practices to accomplish 
goals and solve problems. 

 Shows initiative, generates practical solutions and makes suggestions for 
improved efficiencies for discussion with his/her supervisor.  

 Demonstrates a ‘can do’ attitude and maintains personal effectiveness 
and consistency of performance when under pressure.  

Communication skills 
 

 Actively listens to others and tries to understand their perspectives/ 
requirements/needs. 

 Organises thoughts and ideas effectively and communicates clearly and 
fluently when speaking and in writing. 

 Puts his/her point of view across in a clear, concise and convincing 
manner. 

 Has the ability to draft and proofread correspondence to a high standard; 
ensures all external correspondence is peer reviewed where necessary. 
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Competency Typical behavioural indicators 

 Ensures correspondence is grammatically correct and there are no 
spelling errors. 

Knowledge, skills and 
self development 

 Is a quick learner and shows a willingness to learn and grow in the job. 
 Develops, maintains and applies the skills, knowledge and experience 

(pensions, ICT etc.) required to perform effectively in their role. 

 Is familiar with the work practices, procedures and main IT systems within 
his/her own area of work and has an understanding of the workings of the 
Authority. 

 Actively seeks learning and development opportunities in order to develop 
new skills and competencies. For example, IT skills, organisational skills 
and to acquire relevant qualifications in the areas of pensions/ 
regulation/compliance/legal etc.  

 


