COMHAIRLE CONTAE
CHEATHARLACH

I CARLOW COUNTY COUNCIL

CANDIDATE INFORMATON BOOKLET
HAP PLACEFINDER (GRADE V) - (2 YEAR FIXED TERM CONTRACT)

CLOSING DATE: 12 noon on Friday, 27t March 2026.

FOUR TYPED APPLICATION FORMS (one original completed signed copy and three full copies of the
original) should be returned to:

Administrative Officer,

Human Resources Section,

Carlow County Council,

County Council Offices,

Athy Road,

Carlow. R93E7R7

Candidates who send their applications by post should allow sufficient time to ensure delivery not
later than the latest time for acceptance.

Please note the following instructions:
e A Curriculum Vitae or applications by email or fax will NOT be accepted.

e All application forms MUST be typed and before signing the form, please ensure that you have replied
fully to all sections/questions.

e You should satisfy yourself that you are eligible under the qualifications required for this post — a copy
of educational results/qualifications MUST be submitted with your application form if you wish to
have them considered in support of your application. Failure to submit such copies may result in your

educational qualification(s) not being considered in any shortlisting exercise.

e Carlow County Council is not responsible for any expenses which may be incurred by the candidate in
attendance for aptitude test or interview.

e Applications received after the closing date and time specified will not be accepted.

e Applications received that do not comply with the requirements set out in the booklet, i.e., typed

application form, one original fully completed signed copy and 3 copies of the application form and copy

of educational results/qualifications, will not be accepted.

e Carlow County Council may decide, by reason of the number of persons seeking admission to the
competition to carry out a shortlisting procedure. Shortlisting will be based on qualifications, relevant

experience and information submitted on the application form. The number of persons to be invited for

interview shall be determined by Carlow County Council.



QUALIFICATIONS FOR THE POST

Character:
Each candidate must be of good character.

Health:
Each candidate must be in a state of health such as would indicate a reasonable prospect of ability to
render regular and efficient service.

Citizenship:
Candidates must, by the date of any job offer, be:
(a) A citizen of the European Economic Area (EEA). 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 the UK or Switzerland and has a stamp 4 visa

Education/Experience, etc.:
Each candidate must, on the latest date of receipt of completed application forms -

(a) be well educated and

(b) possess a level of administrative experience including office administration and control of staff
to enable the candidate to successfully perform the duties of the post

(c) Hold a full clean driving licence.

It is desirable that each candidate shall:

i. Possess a recognised 3rd Level QQl Qualification in Social Care, or equivalent Community
Development qualification
ii. A minimum of one year’s experience of working with landlords and / or letting agents to securing
private rental accommodation for social housing in Carlow County
iii. An understanding of social housing supports with a particular emphasis on the Housing Assistance
Payment Scheme, HAP
iv. An appreciation and understanding of the causes of homelessness and the issues and challenges
encountered by people who are homeless or at risk of homelessness
v. Knowledge of legislation governing the private rented sector
vi. Experience of statistical analysis and reporting
vii. A proven ability in the areas of Delivering Quality Work and Services, Communicating Effectively
and Identifying Problems and Contributing to Solutions



The Role:

The role of the HAP Placefinder is to identify and source private rented accommodation with a view to
transitioning individuals and families directly from homeless services into the private rented sector under
the Housing Assistance Payment Scheme (HAP). The role of the HAP Placefinder will be to engage directly
with letting agencies, private landlords, service providers, An Garda Siochana, support agencies and
individuals and families in homeless services. The Placefinder will also be responsible for producing
statistical analysis and reports to meet the requirements of the Council and the Department of Housing,
Local Government & Heritage.

COMPLETING A COMPETENCY BASED APPLICATION FORM

A Competency Based Application Form requires, you, as the candidate, to describe some of your personal
achievements to date, to demonstrate certain competencies (necessary skills & qualities) required for the
position you are applying for. All question areas must be answered, as you will be questioned on all areas
should you be called for interview.

You should describe situation(s) from your own experience, which you think is the best example(s) of what
you have done which demonstrates the specific competency. It is essential that you describe how you
demonstrated the skill or quality in question. The example(s) may be drawn from your experience in
various settings, including employment, community, sporting or voluntary. Please do not use the same
example to illustrate your answer to more than two areas of competence. Please note the interview
board may look for additional examples of where you demonstrated the skills required for the post.

COMPETENCIES:
The key competencies for the post of HAP Placefinder (2 Year Contract) have been determined as follows:

1. Understanding Purpose & Change
2. Delivering Results
3. Personal Effectiveness
4. Local Government Understanding & Knowledge

Candidates called for interview will then be assessed at the interview under the four competencies listed
above using some/all of the following indicators within each competency.

Understanding Purpose & Change

e Understands the Council’s purpose, goals and priorities.

e Shows commitment to these goals and understands how their work contributes to meeting the
Council’s objectives.

e Understands the Role of the Elected Council and the Representational Role of the Elected Members

e Understands and adheres to the Code of Conduct for all employees and complies with all Council
rules, regulations and procedures.

e Ensures that there is full understanding of and compliance with all Council rules, regulations and
procedures for employees within designated area of responsibility.

e Supports diversity.

e Represents the Council positively when dealing with the public or other agencies.



Creates a positive image of the Council both within the team and through interaction with the public
and other stakeholders.

Understands the need for change and gets this across persuasively to others.

Makes a positive case for change and elicits commitment from others.

Implements change in an orderly and determined manner.

Co-operates fully in implementing safe systems of work in accordance with the Corporate Safety
Statement and relevant Ancillary Safety Statement for their area of work.

Delivering Results

Evaluates issues and situations in a logical and objective manner in order to arrive at effective
solutions.

Makes decisions in a timely, clear and well informed way.

Helps translates the business/team plan objectives into clear priorities and actions for their area of
operation.

Helps establish high quality service and customer care standards.

Ensure that priorities are met and that work is executed in the most efficient manner possible to
deliver quality work and services.

Takes initiatives to control and reduce the cost of activities and minimise waste in the services
provided.

Abides by the laws, regulations and policies and procedures affecting your employment and the
discharge of your duties.

Sets and implements high standards of service delivery in accordance with the established
parameters of the operational plans:

Closely monitors quality of activities and takes initiatives to improve work processes over time.

Personal Effectiveness

Resilience and Personal Well-Being

Commitment to integrity & Public Service Values

Personal Motivation

Initiative and creativity

Understanding the structure and environment with which the local authority sector operates
Political awareness

Recognises the value of and requirement to communicate effectively.

Have good written and verbal skills.

Have good interpersonal skills.

Local Government Knowledge and Understanding

Demonstrates knowledge of the structure and functions of local government.

Demonstrates knowledge of current local government issues and advocates practical approaches to
addressing them.

Demonstrates a clear and realistic view of future trends and strategic direction of local government.
Demonstrates an understanding of the role of a Placefinder Administrator in this context.



PRINCIPAL CONDITIONS OF SERVICE

THE POST:

The post is temporary wholetime and pensionable on a two year fixed contract basis. The post holder
shall not engage in any gainful occupation, other than as an employee of a local authority, to such an
extent as to impair the performance of his or her duties as an employee of a local authority or in any
occupation which might conflict with the interests of the local authority, or which might be inconsistent
with the discharge of his/her duties as a local authority employee.

DUTIES:

The person appointed shall perform such duties as may from time to time be assigned to you in relation
to your employment and as may be appropriate to any particular function of any local authority for which
the Chief Executive is responsible and carry out such instructions as may be given in relation to the
performance of your duties. The person appointed shall, if required, act for an employee of a higher level.
The person appointed may be required to work outside your normal job description from time to time.

The duties of the post of HAP Placefinder include, but are not limited to:

Supporting and preventing homelessness

Assisting with transition from homeless services

Sourcing private rented accommodation

Engaging and negotiating with landlords/letting agents/service providers
Administration of Homeless HAP payments

Case management and reporting

Statistical returns and reporting

Contributing to the local authority’s statutory housing obligations
Supporting tenancy sustainment

Mediating with tenants/landlords

Attend court where necessary

Keeping up to date with trends in local housing markets

Co-ordinating with interagency teams

Any other duties that may be assigned from time to time including any future requirements for
reallocation of work and/or redeployment

VVVVVYVVVYVYVVYYYVYY

These duties are indicative rather than exhaustive and outline the main functions and responsibilities of
the post of HAP Placefinder and may be subject to change in the future without changing the general
character of the duties or level of responsibilities entailed. The post holder may therefore be required
to perform duties appropriate to the post, other than those detailed above, and to take instructions
from and report to, an appropriate Officer or such designated Officer as may be assigned from time to
time by the Council.

PROBATION:
Where persons who are not already permanent employees of a local authority are appointed, the
following provisions shall apply:
(a) there shall be a period after such appointment takes effect during which such persons shall
hold such position on probation,
(b) such period shall be 12 months, but the Chief Executive may at his or her discretion extend such
period,
(c) such persons shall cease to hold such position at the end of the period of probation unless
during such period the Chief Executive has certified that the service of such persons is
satisfactory,



(d) the period at (a) above may be terminated on giving one week’s notice as per the Minimum
Notice and Terms of Employment Acts,
(e) there will be assessments during the probationary period.

Working Hours:

The working hours at present provide for a five day, thirty-five hours working week, hours may vary
from time to time. Carlow County Council operate a flexible time scheme with the earliest start time of
8.00 a.m. and a latest start time of 10.00 a.m. and the earliest finishing time of 16.0 0 p.m. and the latest
finishing time of 18.00 p.m. Lunch break consisting of a minimum of 30 minutes to a maximum of 2
hours must be taken between 12.30 p.m. and 14.30 p.m. The Flexi Leave Scheme is available, on
request.

The post may require flexibility in working outside of normal hours, including at weekends, as necessary.
No additional remuneration will be paid in respect of such activities and Time in Lieu on a time for time
basis will apply. Overtime does not apply to this post. All hours of work will be subject to and recorded
in accordance with the provisions of the Organisation of Working Time Act, 1997 and the Organisation
of Working Time Act (Regulations) 2001. The working hours may be reviewed at any time and the
Council reserves the right to vary the hours or days as required.

Remuneration:
The annual salary for the post of HAP Placefinder (Grade V) (Circular Letter EL 02/2026) is as follows:

€52,239 - €53,799 - €55,392 - €57,019 - €58,657 — €60,567 (LSI1) - €62,484 (LSI2)

Holders of the post will be paid at the appropriate point on the salary scale in accordance with the relevant
Department Circulars. The starting pay for new entrants to the public service will be at the minimum of
the scale. The salary shall be fully inclusive and shall be as determined from time to time. The rate of
remuneration may be adjusted from time to time in line with Government pay policy. The holder of the
position shall pay to the Local Authority any fees or other monies (other than inclusive salary) payable to
or received by such holder by virtue of the position or in respect of services, which are required by or
under any enactment to perform.

Work Base:

Carlow County Council reserves the right to assign you to any department or premises in use by the
Council, now or in the future. Any changes in location of employment will not result in payment of
disturbance money or other compensation. The person appointed will be required to provide at their
own expense with the necessary mode of travel to and from work.

Residence:
The holder of the office shall reside in the district in which his/her duties are to be performed or within a
reasonable distance, thereof.

Health:

For the purposes of satisfying the requirement as to health it will be necessary for each successful
candidate, before he/she is appointed, to undergo a medical examination by a qualified medical
practitioner to be nominated by the local authority.

Annual Leave:

The current annual leave entitlement is 30 days. Granting of annual leave, payment for annual leave
and arrangement for public holidays will be governed by the provisions of the Organisation of Working
Time Act, 1997 (as amended).



Sick Leave:
The terms of the Public Service Sick Pay Scheme will prevail.

References:

Applicants are required to advise the names of two responsible persons to whom they are well known but
not related (at least one of the referees should be an existing or former employer). In advance of any offer
of employment, Carlow County Council reserves the right to seek both written and verbal references from
current and previous employers, educational institutions, or any other organisations with which the
candidate has been associated. The Council reserves the right to determine the merit, appropriateness
and relevance of such references and referees.

Vetting:

Garda vetting is required for certain roles within Carlow County Council. Failure to complete a Garda
vetting form on request may prevent your employment with Carlow County Council. In the event of an
unsatisfactory Garda declaration being received Carlow County Council reserves the right not to
commence employment. In the event of an existing employee changing role as a result of promotion or
otherwise to a role that requires Garda Vetting and an unsatisfactory disclosure being returned, Carlow
County Council reserves the right to withhold promotion, and also to investigate if further
sanction/disciplinary action is warranted on foot of disclosure on a case-by-case basis.

Use of Modern Technology:

The successful candidate will be required to use all equipment provided, including computers, handheld
terminals, mobile telephone, electronic equipment, video or other monitoring equipment and any other
new technology which may be introduced in the future.

Travel:

If you are required to travel as part of your official duties, Carlow County Council as your employer must
be indemnified on your insurance policy. Travelling expenses and subsistence expenses necessarily
incurred in the course of official duties will be refunded in accordance with appropriate rates in line with
the relevant Department Circulars and Carlow County Council’s Travel and Subsistence Policy. If during
your employment, your licence is revoked, even temporarily, or if you receive endorsements on your
licence, which may affect your duties, you are obliged to notify the Council immediately. Carlow County
Council reserves the right to provide a van to enable you to carry out your duties. The provision of a van
will be at the discretion of the Chief Executive.

Health & Safety:

The holder of the post shall co-operate with the terms of Carlow County Council’s Safety Statement and
Major Emergency Plan. It is a condition of employment that the successful candidate will be required to
participate in training programmes relevant to the skills necessary for the performance of the duties
attaching to the post. He/She shall familiarise him/herself with the safety rules and procedures and
make proper use of all safety, clothing and equipment. Failure to comply with the terms of the Safety
Statement may result in a disciplinary action.

Training:

It is a condition of employment that successful candidates will be required to participate in training
programmes relevant to the skills necessary for the performance of the duties attaching to the post and
to attend all mandatory training.

Superannuation & Retirement:

Superannuation

If you are pensionable under the Local Government (Superannuation) (Consolidation) Scheme 1998 and
are liable to pay Class A PRSI contributions, you would be required in respect of superannuation to make



contributions at the rate of 3.5% of net pensionable remuneration (i.e. pensionable remuneration less
twice the annual rate of social insurance old age contributory pension payable at the maximum rate to a
person with no adult dependant or qualified children) plus 1.5% of full pensionable remuneration. You
are required in respect of spouses’ and children’s pension benefit to contribute at the rate of 1.5% of full
pensionable remuneration in accordance with the terms of schemes made under the Local Government
(Superannuation) (Consolidation) Scheme 1998. Maximum retirement age is 70.

If the Public Service Superannuation (Miscellaneous Provisions) Act 2004 applies to your employment,
65 is the minimum age at which your pension may be paid. As a new entrant to the public service, under
the terms of this legislation you will not be required to retire on grounds of age. Persons who become
pensionable officers of a local authority who are liable to pay the Class D rate of PRSI contribution will
be required in respect of their superannuation to contribute to the local authority at the rate of 5% of
their pensionable remuneration. You may also be required to pay Spouses and Children/ Widows and
Orphans contributions at the rate of 1.5% of gross pay. Maximum retirement age is 70.

Persons who become pensionable staff of a local authority for the first time on or after 01 January 2013
are assigned to the Single Public Service Pension Scheme with effect from the date of appointment. The
scheme is contributory and provides pension, retirement gratuity, death gratuity and survivors benefits.
If you are pensionable under the Public Service Pensions (Single Scheme and other provisions) Act 2012,
you are liable to pay the Class A rate of PRSI contribution. You are required to pay contributions as
follows: 3% of gross remuneration and 3.5% of net pensionable remuneration (i.e. pensionable
remuneration less twice the annual rate of social insurance old age contributory pension payable at the
maximum rate to a person with no adult dependant or qualified children). The minimum age at which
you may retire is allied with the State Contributory Pension age (currently 66, rising to 67 in 2021 and 68
in 2028). The maximum retirement age is 70. To qualify for a pension the successful candidate must
have served a minimum of two years employment in a local authority. You are reminded that under
this agreement the Council may refer you to a medical advisor at any time to determine fitness for
carrying out the duties to which you have been assigned. Further information is available from the
Human Resources Department.

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 would 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 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 reemployment that pension will be subject to abatement in accordance with Section 52 of the
Public Service Pensions (Single Scheme and Other Provisions) Act 2012.

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 moneys. The same
prohibition on re-employment applies under the VRS, except that the prohibition is for a period of 7
years. People who availed of the VER are not eligible to compete in this competition. People who availed
of VRS scheme and who may be successful in this competition will have to prove their eligibility (expiry
of period of non-eligibility).

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. 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).

Public Service Pensions (Single Scheme and Other Provisions) Act 2012

New members joining the Public Sector on or after 1st January 2013 will be required to join the Single
Public Service Pension Scheme. The Single Scheme applies to all pensionable first-time entrants to the
Public Service as well as to former public servants returning to the public service after a break of more
than 26 weeks. In each pay period an amount equivalent to 3.5% of net pensionable remuneration PLUS
3% of pensionable remuneration will be deducted as the member’s contribution under the Scheme. This
includes a contribution to a Spouse’s and Children’s Scheme.

Persons who commenced Public Sector Employment prior to 1st January 2013

Persons who become pensionable employees of a local authority who are liable to pay the Class A rate of
PRSI contribution will be required in respect of their superannuation to contribute to the local authority
at the rate of 1.5% of their pensionable remuneration plus 3.5% of net pensionable remuneration (i.e.
pensionable remuneration less twice the annual rate of social insurance old age contributory pension
payable at the maximum rate to a person with no adult dependent or qualified children). Persons who
become pensionable employees of a local authority who are liable to pay the Class D rate of PRSI
contribution will be required in respect of their superannuation to contribute to the local authority at the
rate of 5% of their pensionable remuneration. All persons who become pensionable employees of a local
authority will be required in respect of the Local Government (Spouses and Children’s Contributory
Pension) Scheme to contribute to the local authority at the rate of 1.5% of their pensionable remuneration
in accordance with the terms of the scheme.

Retirement

Appointees who are deemed not to be “new entrants” as defined in the Public Service Superannuation
(Miscellaneous Provisions) Act, retirement is compulsory on reaching 70 years of age. Retirement age set,
initially, at 66 years; this will rise in step with statutory changes in the State Pension Contributory (SPC)
age to 67 years in 2021 and 68 years in 2028. Compulsory retirement age will be 70.

Data Protection:

Basis for Processing your Personal Information

The basis for processing your personal data is to progress your application for the position you have
applied for with Carlow County Council under the Terms of the Employment (Information) Act 1994 and
Human Resources policies and procedures. Personal data sought for the purpose of recruitment will
include your name, your contact details including email address and mobile phone number, particulars of
education, details regarding your record of employment and confirmation if you require an employment
permit/visa /or work authorisation.



Sharing of Information

Outside of the relevant recruitment team, the information provided in your application form will only be
shared for progressing the competition for which you have applied, with a designated shortlisting and /
or interview board. If, following the competition, you are placed on a panel and offered a position, the
information provided in your application form will form part of your Personnel File.

Storage period

Your application will be retained for one year from the date a panel for this position is formed. In
exceptional circumstances panels can be extended for an additional year and your personal data will be
kept until the extension has expired. Applications that are unsuccessful at interview stage will be retained
for one year. Applications that are not progressed to interview stage will be destroyed post competition.

If you do not furnish the personal data requested Carlow County Council will not be able to progress your
application form for the competition.

When your application is received, Carlow County Council creates a record in your name, which contains
much of the personal information you have supplied. This personal record is used solely in processing
your candidature. Such information held is subject to the rights and obligations set out in the Data
Protection Acts, 1988 & 2003 and will be destroyed following the expiry of any panel putin place in respect
of this competition.

Recruitment Process

Selection Process
Candidates will initially be assessed to ensure that they meet the minimum specified eligibility criteria for
the position.

Shortlisting

Normally the number of applications received for a position exceeds that required to fill existing and
future vacancies to the position. While a candidate may meet the eligibility requirements of the
competition, if the numbers applying for the position are such that it would not be practical to interview
everyone, Carlow County Council may decide that a number only will be called to interview. In this
respect, Carlow County Council may provide for a shortlisting process to select a group for interview who,
based on an examination of the application forms, appear to be the most suitable for the position. An
expert board will examine the application forms against pre-determined criteria based on the
requirements of the position. This is not to suggest that other candidates are necessarily unsuitable or
incapable of undertaking the job, rather that there are some candidates, who based on their application,
appear to be better qualified and/or have more relevant experience. It is therefore in your own interest
to provide a detailed and accurate account of your qualifications/experience on the application form.

Competitive Interview

Selection of candidates for appointment shall be by means of a competitive interview. The Council is
committed to a process of selection on merit, based on fair and open competition. The criteria for judging
suitability and ranking will be related directly to the qualification, attributes and skills required to
undertake the duties and responsibilities to the standard required in the post.



Panels

Following completion of interviews, a panel may be formed, the duration of which is at the discretion of
the Council. While a panel remains in force, offers of temporary or permanent employment may be made
subject to confirmation of qualifications and satisfying clauses in relation to health, character or other
requirements of the particular post. Persons to whom an offer of employment is made must take up duty
within 1 month from the date of offer, or such extended period as the Council may agree, otherwise, the
Council may decide not to appoint them.

References/Documentary Evidence

Each candidate may be required to submit as references the names and addresses of two responsible
persons to whom he/she is well known but not related. Candidates may be required to submit
documentary evidence to the local authority in support of their application.

Canvassing

Applicants are reminded that any attempt by themselves or by any persons acting on their behalf directly
or indirectly by means of written communication or otherwise to canvass or otherwise influence in the
candidate’s favour any officer of the County Council or persons nominated by the Chief Executive to
interview or examine applicants, will automatically disqualify the applicant for the position they are
seeking.

Taking up Appointment

The local authority shall require a person to whom an appointment is offered to take up such appointment
within a period of four weeks and if he/she fails to take up the appointment within such period or such
longer period as the local authority in its absolute discretion may determine, the local authority shall not
appoint him/her.

Carlow County Council is an Equal Opportunities Employer



