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An Overview of the Advertisement Based Civil Service Mobility

The AdvertisemenBased Mobility scheme is currently available for generbligher Executive Officer
(HEO), Administrative Officer (A@)sistant Principal (AP) and Principal Officers (PO) on the HR Shared
Service (HRSS) SsHrvice systemAdvertisemeat Based Mobility should not be used when filling
specialised Professional/Technical positions.

Advertisements for positions in these grades are posted directly to the HRSS system by recruiting HR
units in the Civil Service.
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All active advertisements cdre viewed through the HRSS s&dfvice, and officers can register to
receive notifications when a new posting is made in their grade.

Further information in relation to Civil Service Mobility can be found orintf@mation pag maintained
by the Depament of Public Expenditure & Reform, or tR&R Swebsite.

Access by local HRs

The local HR offices have access to:

A View and accesall Drafed, Active Closed and Cancellddbbility Advertisements
made by theilorganisation

A Create and publish advertisements for open positions within theganisation

Access by Candidates

Staff atHEO, ACAP and P gradsA Yy LJ NIHAOA LI GAy3 2NHIyAaldA2ya KI
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This gives them accets

A Register to receive notification when a new advertisement is posted
A View all active advertisementsr their grade
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Administration by HR Shared Services

The Central Mobility Team in HRSS administers the Civil Service Mobility scheme for our
customers; this is on behalf of the Department of Public Expenditure & Reform, who are
the policy owners of the scheme.

The Central Mobility Team are responsible for:
A Transacting on behalf of officers who do not have access to the HRS8rgelé
aeadsSyz d GKS 2FFAOSNDNA NBIljdzsSai
A Providing technical assistance and guidance regarding issues relating to the
mobility system

You can contact the Central Mobility Teamphone on076 107 100@r by email at
mobility@peoplepoint.ie

Non-HRSS customer local HRs

As some Civil Service organisations are not customers of HRSS, the administration of Civil
Service Mobility for them and their staff members is done by the l[d&dJnit. Those
organisations are:

A An Garda Siochana (Garda Civilians)
Houses of the Oireachtas

Irish Prison Service

Ombudsman for Children
National Council of Curriculum Assessment

o Do Do D>
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HOW TO: View Advertisementdade by Your Department

This function allows Local HRs to see Active, Drafted, Closechandlled
advertisements made within their department.

STEP 1. Navigate to the page
Navigate to theHRSS skeservie, log-in to your profile, and navigate to the Admin tab.

¢CKSYy 48t800G (KS Ga2oAifAdraidn. tAy] SAGKAY 22NJF2NDE

| Main Meny > Worldorce Administration > |
Search: o ﬁ] Mobility
> My Favorites Administer Mobility
> Civil Service Reports = o
i> CS Interfaces E Mobility Activity,
> Employee Self Service
> Recruiting
> Workforce Administration Mobility Suitability
> Personal Information Mobility Suitability
> Job Information
> Labor Relations
> Absence and Vacation
[ e-Forms for PeoplePoint
> Mobility
<
> Advertisement Mobility
— Mobility Activity
— Mobility Locations
— LHR Mobility Requests
— Mobility Suitability

{ St S ONobililyd8verisements Ay | @

[Manbons > Voo Admiitaton> ]
Search: 16 ﬁ Mobility
> My Favorites Administer Mobility
1> Civil Service Reports . o Mobility Locations
> CS Interfaces E Mobility Activity Mobility Locations
> Employee Self Service
> Recruiting
> Workforce Administration Mobility Suitability Advertisement Mobility
> Personal Information Mobility Suitability Advertisement Mobility
1> Job Information F=) Mobility Advertismtent -
> Labor Relations
[> Absence and Vacation
[> e-Forms for PeoplePoint
> Mobility
<> Mobility
dAdvertisement Mobili
— Mobility Advertismtent -
— Mobility Activity
— Mobility Locations

— LHR Mobility Requests
— Mobility Suitability.
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STEP Z5enerate the list and adflters
{ St SOG a{SINOK¢ (2

Find an Existing Value Add a New Value

ISYySNI GS

~ Search Criteria
Job Requisition:| begins with v ||

Business Unit: | begins with v || Q
Location Code: [begins with v || Q
Department: | begins with v || Q
Job Code: begins with v || Q
Advert Status: |= v | v

[ Include History [ Correct History

Basic Search [ Save Search Criteria

Search Results

'y dzy FAE GSNBR

fAad

First n 1-80of 8 u Last

o seusion
80806 Principle Officer Positions  Portlaoise, Eircom Building FSPz Managemenl PO Reg on Supervusor
80807 Assistant Principle Positions Portlacise,_Eircom Building ESP2 Bacteriology&Paraitology AP i@ Lab staff AP
80808 Assistant Principle Positions Brussels Other ESP3 Vet Public Health Policy AP 19 AP AP
80809 Assistant Principle Positions Eng_Div, Tralee ESP2 Food Chemistry Division AP blank) Role AP
80810 Principle Officer Positions  Agricultural Attache Rome Minister of State 1 PO 46 PO QA Head PO
80811 Principle Officer Positions Unknown Location 99 PO 45 Head of Corporate Legislation PO
12 Assistant Principle Positions Eng_Div, Tralee ESP2 Management AP 45 AP AP
80813 Assistant Principle Positions Portlacise, Eircom Building FSP2 Virology VRL AP 30 AP AP
' ROSNUAA&ASYSyYyua Oy 0S FA{tuUSNBR oO0e aul udza

Find an Existing Value Add a New Value

¥ Search Criteria

Job Requisition:| begins with v [

Business Unit: | begins with v ||

Location Code: | begins with v ||

LLLL

Department: begins with v ||

Job Code: begins with v ||

Advert Status: | = v

[l Include History (| Correct .
Cancelled
Closed

I Search || Clear lBasic Drait

e

The Advert Status are:

= =4 =4 4
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Draft¢ Saved dvertisements not yet posted and running

Active¢ Advertisements for a currently running process

Closed; Advertisements for pragsses that have ended

Cancelled; Draft advertisements that were not required to be posted

Acﬁve

Z



Different variables can be grouped by clicking its title on the list.

STEP 3. Viewing Advertisements

Clicking on any part on a listed advertisement will allow access tothedetails of the
advertisement.

Search Results

First K 2ofe g Last

o tonloos JLocaton becruton [osomtmentDscruion 1o Coe bttt pescrpion 1o Gty chrt s
PO 45 PO Active

80806 Principle Officer Positi Portlacise Eircom Building FSP2 Management Region Supervisor
80807 Assistant Principle Pos s Portlacise _Eircom Building FSP2 Bacteriology&Paraitology AP 46 Lab staff AP Active

3

Organisation Details Responsibiities | Essential Requirements | Desired Requirements | Puf

Role Details Find First B 4 or 1 B Last
Job Requisition 80809 Role Title Role

Business Unit 805 Agriculture, Food & Marine

Location Code 0000000ED2 Eng Div, Tralee View Address
Department 0000040202 FSP2 Food Chemistry Division

Zone

Job Code AP Assistant Principal

Job Category AP Assistant Principle Positions

Number of Staff Reporting 25

(=) save ||.QRetum to Search | +[ElPrevious in List \ +E Next in List | [=] Notify | [Eradd

Accessing a draft from the list will allow any member of the HR unit to make edits
publish the advertisement.

Accessing a currently ae¢ advertisement will only allow changes to be made to the
adverth a S YsRlgsingdate.
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HOW TOMake a Mobility Advertisement

This function allows HBnits tomake and publish new mobility advertisements

STEP 1. Navigate to the page
Navigate to theHRSS sktervie, log-in to your profile, and navigate to the Admin tab.

¢tKSy aStSO0 GKS Gaz2oAfAdesd tAYy]l SAGKAY 22NJ] F2NDS

[Ty ———r—
SenI o ﬁ Mobility
> My Favorites Administer Mobility
> Civil Service Reports o o
[> CS Interfaces E Mobility Activity
> Employee Self Service
> Recruiting
> Workforce Administration Mobility Suitability
> Personal Information Mobility Suitability
> Job Information
> Labor Relations
> Absence and Vacation
> e-Forms for PeoplePoint
> Mobility
<
> Advertisement Mobility
— Mobility Activity
— Mobility Locations
— LHR Mobility Requests
— Mobility Suitability

{8800 GKS dazortAride ! ROSNIAASYSyi(i&aé tAYy]®

[Man Mery > Viorloee Admstaion> ]
Search: 1) ﬁ Mobility
> My Favorites Administer Mobility
1> Civil Service Reports - - Mobility Locations
> CS Interfaces ﬁ Mobility Activity. Mobility Locations
> Employee Self Service
> Recruiting
> Workforce Administration Mobility Suitability Advertisement Mobility.
> Personal Information Mobility Suitability Advertisement Mobility
1> Job Information =] Mobilty Advertismtent gl
> Labor Relations
> Absence and Vacation
> e-Forms for PeoplePoint
> Mobility
< Mobility
v
— Mobility Advertismtent -
— Mobility Activity
— Mobility Locations
— LHR Mobility Requests
— Mobility Suitability

STEP 2. Create a Mobility Advertisement

¢
&\
w
Z
=1
>+
QX
N

{StSOG W' RR bS¢g xIfdzSQ 2y GUKS az2o0AtAde !
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Mobility Advertisment

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value

¥ Search Criteria

Job Requisition:| begins with v ||
Business Unit: [ begins with v |/
Location Code: [begins with v |
Department: | begins with v ||
Job Code: [begins with v ||

PPLPH

Advert Status: | = v |

[Dinclude History [ Correct History

*kkkkkkkkkkkkkkkkk

Filling KS NBIjdZA NBR AYT2NYEFGAZY 2V

 rgansoton beois | Oveion | Resprsostes 1 Essntl Roqursments | osees Rermens |

Role Details Find

Job Requisition 000000  Role Title |

*Business Unit [ Q
Location Code Q
Department Q

Zone Q

First B 1 or1 B Lot

View Address

Job Code Q

Job Category Q

Number of Staff Reporting

=

Role Details

Job Requisition 000000

*Business Unit 805

Location Code (99

GKS WhNEBIyYyAal GA2Y]

[ rgonston betot ] Do 1 Responss | st ernens| Deed erenens |

Find First K 1of1 B st
Role Title Head of Corporate Legislation
Q Agriculture, Food & Marine
Unknown Location View Address

Department 99
Zone [46
Job Code [PO
Job Category |PO

Number of Staff Reporting

Q

&

25

Q  zoneds

99

Principal Officer

Principle Officer Positions

The required sections are:

Role Title

Business Unit
LocationCode
Department (Section)

= =4 =4 -4 -4 4

Job Code (Grade)
1 Job Category

The Zone the position is locatéu

Selecting the magnifying glalssside each section will produce a list of the available

options.

The following categories are currently available for HEO and AO grades.

Page |9



Category

Description

AUDITOR/INVESTIGATOR Internal audit- operations and systems

Investigate breaches oégulatory legislation Data Protection;
Money Laundering

IR/HR Business Partner / Strategic HR
Employee Relations / Industrial Relations
ICT Systems Analyst, Software Development / Support / Cyber Sec

LEGAL/POLICY/RESEARCH Legal ResearciConducting legal research to support the

legislative process

FINANCE (PAYROLL/PENSIONS Payroll, Pensions, Accounts, preparation of annual Appropriatiq

Account

COURT REGISTRAR (HEO Only] Handling sensitive Court cases

EMPLOYEE ASSISTANCE (HEQO| Wellbeing / Support Service

BUSINESS/FINANCE (AO Only) | Policy analysis / research/development

IGEES (AO Only) Policy Evaluation / Data Analysis / Economics

Currently oy one Job Category is available A& and PO gradgekut more specialised
rolesmaybe introduced in the future.

*kkkkkkkkkkkkk

{ St SO
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_ Division | Responsibilities | Essential Requirements | Desired Requir

Find | Viewal  First K

@ Qi =B W e Q
Font ~ Sz - B I U S
=i -k A-B- .

Corporate Legislation Unit is currently focussed on researching, drafting
and managing Covid-19 primary and secondary legislation. In conjunction
with other relevant policy Units and their legislative priorities, the unit
contributes to developing and managing cross-cutting legislative projects. A
core function is the co-ordination of the Department’s legislative
programme and updates on Private Members Bills

The Division tab is to provide an overall description of the division/unit and the general work that
the sectionhandles on aay-today basis

kkkkkkhkkkkkkkk
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The Responsibilities tab is to list the key role responsibilitiesatetxpected to be undertaken if
accepting the role.

*kkkkkkkkkkkkk

Sel© (i HEs&ebtialRequiremers G 6 (2 Y208 G2 (GKS ySEG &aSOGAzy

The Essential Requirements tab lists the basic job duties that an appticstbe able to perform
based on their previous experience or training, in order to be consideratiéguosition.
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