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An Overview of the Advertisement Based Civil Service Mobility  

The Advertisement-Based Mobility scheme is currently available for generalist Higher Executive Officer 

(HEO), Administrative Officer (AO), Assistant Principal (AP) and Principal Officers (PO) on the HR Shared 

Service (HRSS) Self-Service system. Advertisement 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.  



 

 

All active advertisements can be viewed through the HRSS self-service, 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 on the information page maintained 

by the Department of Public Expenditure & Reform, or the HRSS website.   

Access by local HRs   

The local HR offices have access to:   

Å View and access all Drafted, Active, Closed and Cancelled Mobility Advertisements 

made by their organisation.  

Å Create and publish advertisements for open positions within their organisation. 

 

Access by Candidates   

Staff at HEO, AO, AP and PO grades ƛƴ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ƘŀǾŜ ǘƘŜ Ψ!ŘǾŜǊǘƛǎŜƳŜƴǘ aƻōƛƭƛǘȅ 

IƻƳŜǇŀƎŜΩ ƭƛƴƪ ŀǾŀƛƭŀōƭŜ ǘƻ ǘƘŜƳ ƻƴ ǘƘŜƛǊ Iw{{ ǎŜƭŦ-service system. 

This gives them access to:    

Å Register to receive notification when a new advertisement is posted   

Å View all active advertisements for their grade

https://hr.per.gov.ie/civil-service-mobility/
https://hr.per.gov.ie/civil-service-mobility/
https://hr.per.gov.ie/civil-service-mobility/
https://hr.per.gov.ie/civil-service-mobility/
http://peoplepoint.gov.ie/
http://peoplepoint.gov.ie/
http://peoplepoint.gov.ie/
http://peoplepoint.gov.ie/
http://peoplepoint.gov.ie/
http://peoplepoint.gov.ie/
http://peoplepoint.gov.ie/
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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:   

Å Transacting on behalf of officers who do not have access to the HRSS self-service 

ǎȅǎǘŜƳΣ ŀǘ ǘƘŜ ƻŦŦƛŎŜǊΩǎ ǊŜǉǳŜǎǘ 

Å Providing technical assistance and guidance regarding issues relating to the 

mobility system 

 

You can contact the Central Mobility Team by phone on 076 107 1000 or 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 local HR Unit.  Those 

organisations are:   

Å An Garda Síochána (Garda Civilians)   

Å Houses of the Oireachtas   

Å Irish Prison Service   

Å Ombudsman for Children   

Å National Council of Curriculum Assessment   
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HOW TO: View Advertisements Made by Your Department 

This function allows Local HRs to see Active, Drafted, Closed and Cancelled 

advertisements made within their department. 

   

STEP 1. Navigate to the page   

Navigate to the HRSS self-service, log-in to your profile, and navigate to the Admin tab.    

¢ƘŜƴ ǎŜƭŜŎǘ ǘƘŜ άaƻōƛƭƛǘȅέ ƭƛƴƪ ǿƛǘƘƛƴ ²ƻǊƪŦƻǊŎŜ !ŘƳƛƴƛǎtration.   

  

  
   

{ŜƭŜŎǘ ǘƘŜ άMobility Advertisementsέ ƭƛƴƪΦ  

 

  

https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
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STEP 2. Generate the list and add filters   

{ŜƭŜŎǘ ά{ŜŀǊŎƘέ ǘƻ ƎŜƴŜǊŀǘŜ ŀƴ ǳƴŦƛƭǘŜǊŜŘ ƭƛǎǘ ƻŦ ŀƭƭ ŀŘǾŜǊǘƛǎŜƳŜƴǘǎ ƳŀŘŜ ōȅ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΦ  

 
 

!ŘǾŜǊǘƛǎŜƳŜƴǘǎ Ŏŀƴ ōŜ ŦƛƭǘŜǊŜŘ ōȅ ǎǘŀǘǳǎ ǳǎƛƴƎ ǘƘŜ Ψ!ŘǾŜǊǘ {ǘŀǘǳǎΩ ŘǊƻǇŘƻǿƴ ƳŜƴǳΦ  

 

 
 

The Advert Status are:  

¶ Draft ς Saved advertisements not yet posted and running  

¶ Active ς Advertisements for a currently running process 

¶ Closed ς Advertisements for processes that have ended 

¶ Cancelled ς Draft advertisements that were not required to be posted 
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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 to view the details of the 

advertisement.  

 

   

Accessing a draft from the list will allow any member of the HR unit to make edits, or to 

publish the advertisement.  

Accessing a currently active advertisement will only allow changes to be made to the 

advertƛǎŜƳŜƴǘΩs closing date.   
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HOW TO: Make a Mobility Advertisement   

This function allows HR Units to make and publish new mobility advertisements.     

STEP 1. Navigate to the page   

Navigate to the HRSS self-service, log-in to your profile, and navigate to the Admin tab.    

¢ƘŜƴ ǎŜƭŜŎǘ ǘƘŜ άaƻōƛƭƛǘȅέ ƭƛƴƪ ǿƛǘƘƛƴ ²ƻǊƪŦƻǊŎŜ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΦ   

  
   

{ŜƭŜŎǘ ǘƘŜ άaƻōƛƭƛǘȅ !ŘǾŜǊǘƛǎŜƳŜƴǘǎέ ƭƛƴƪΦ  

   
 

STEP 2. Create a Mobility Advertisement   

 

{ŜƭŜŎǘ Ψ!ŘŘ bŜǿ ±ŀƭǳŜΩ ƻƴ ǘƘŜ aƻōƛƭƛǘȅ !ŘǾŜǊǘƛǎŜƳŜƴǘ ǇŀƎŜΦ  

https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
https://hrms.peoplepoint.gov.ie/psp/HRPRD_PP/?cmd=login&languageCd=ENG&
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******************  

Fill in ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ΨhǊƎŀƴƛǎŀǘƛƻƴŀƭ 5ŜǘŀƛƭǎΩ ǘŀōΦ   

 

The required sections are: 

¶ Role Title 

¶ Business Unit  

¶ Location Code  

¶ Department (Section)  

¶ The Zone the position is located in 

¶ Job Code (Grade) 

¶ Job Category 

Selecting the magnifying glass beside each section will produce a list of the available 

options. 

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

AUDITOR/INVESTIGATOR Internal audit - operations and systems 

  
Investigate breaches of regulatory legislation - Data Protection; 
Money Laundering 

IR / HR Business Partner / Strategic HR 

  Employee Relations / Industrial Relations 

ICT Systems Analyst, Software Development / Support / Cyber Security 

LEGAL/POLICY/RESEARCH 
Legal Research - Conducting legal research to support the 
legislative process 

FINANCE (PAYROLL/PENSIONS) 
Payroll, Pensions, Accounts, preparation of annual Appropriation 
Account 

COURT REGISTRAR (HEO Only) Handling sensitive Court cases 

EMPLOYEE ASSISTANCE (HEO Only) Wellbeing / Support Service 

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

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

 

Currently only one Job Category is available for AP and PO grades, but more specialised 

roles may be introduced in the future.     

 **************  

{ŜƭŜŎǘ ǘƘŜ Ψ5ƛǾƛǎƛƻƴΩ ǘŀō ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŦƻǊƳΦ 

 

The Division tab is to provide an overall description of the division/unit and the general work that 

the section handles on a day-today basis.  

**************  

{ŜƭŜŎǘ ǘƘŜ ΨwŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΩ ǘŀō ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŦƻǊƳΦ 



 

Page | 11  

 

The Responsibilities tab is to list the key role responsibilities that are expected to be undertaken if 

accepting the role.    

**************  

SeleŎǘ ǘƘŜ ΨEssential RequirementsΩ ǘŀō ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŦƻǊƳΦ 

 

The Essential Requirements tab lists the basic job duties that an applicant must be able to perform 

based on their previous experience or training, in order to be considered for the position. 

*************************  

{ŜƭŜŎǘ ǘƘŜ ΨDesired RequirementsΩ ǘŀō ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŦƻǊƳΦ 




















