
An Roinn Airgeadais 
Department of Finance 

E I ()l)/7 /0 I 

1-+ Fcbruarv .200 I 

Sra1d Mhu1rfean Uacht, Upper Memon Street, Telephone: 353-1-676 7571 

Baile Atha Ciiath 2, Dublin 2. Facs1mile 353-1-678 9936 

be. Ireland. LoCal I 1890 66 10 10 

VPN 8109 

http//www.lrlgov.ie/flna nee 

Circular 13/2001: Confined competitions for temporarv appointments on a hi~:her duties 
allowance basis at Higher Executive Officer and Executive Officer level in the Refugee 
Legal Service of the Legal Aid Board 

A Dhuine Casail. 

I am directed by the Minister for Finance to announce the holding: of confined competitions 
for ,t number df temporary appointments at Higher Executive Officer and Execurive Officer 
level in rhe Refugee Legal Service of the Legal Aid Board. The eligibiliry requirements for 
tc-mpomry appomtmenrs at both levels are set out in paragraphs 5 to 8 below and the seleuion 
procedures ilre -.et out in paragraph 10. The competitions will be hdJ by the Legal AiJ Bl•<Jrd 
lt'-Cif. 

R,efug~e Legai_Service 
2. The Legal Aid Board has statutory responsibility for the pmv1s1on of civil legul aiJ and 
advice to persons of modest means. The service is provided mostly through a nationwide 
network. L)f Law Centres by staff in the full-time employment of the Buard. 

"".\ In February 1999 the Board established the Refugee Legal Service (RLS l as a dedicated 
.;en ice prov1ding legal advice and assistance to asylum seeker'> at all stages of the asylum 
pmcess. including representation before an Appeal Authority. Thi" service is currently being 
expanded and as a result. the Legal Aid Board is seeking to fill a number of temporary Highe-r 
Executive Officer and Executive Officer positions on a higher duties allmvance basi'> . 

.foh description 
l. All of the po..;itinns will be Dublin-based. The positions at Htgher Executive Officer level 
will involve general :.tdministration and will carry staff manag.;ment responsibilities. The 
positions at Ex~cutive Ofticer level will also involve responsibilities for general administration 
covering. amongst other things, the corporate support functions required for the Refugee Legal 
Service -.uch J-. Personnel. Accounts and IT. Candidates for appointment will be required to 
..;atisfy the Legal Aid Board that they are suitably qL.:liified to carry out all aspects of the work of 
Higher E.x.ccutive Officer or Executive Officer a..; appropriate. 

TO ALL DEPARTMENTS 
[For department. read depanment/office throughout this circular.] 
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Eligibilit" 
5. Candidate" tnr posts . .tt Higher Executive Officer level must: 

! a l ''11 rhc date th(~y apply ··or the competition be 'crvi:1g in an esuh!i-;hed c,tp<lcity in the civil 
"l'l"\ lCI..' ch :.tfl E.\ecutiH? Officer nr :.J Junior Ckrk. lt1 the Oftice of the Houses of the 
Oireacn~~h or Jn E.\ecutne Officer on stCiJndment to FAS from the civil service. 

and 
(b) 1H1l :VL!rch 20Ul have nnt less than five years' -.;en'ice in their existing grade or an aggregate 

of five years' servtce in eligible grades or not less than seven years· total service of which 
not ks-, than two year' was in an eligible grade (set out at (a)). Service in the former grades 
of Officer and Indoor Officer of Customs & Excise in the Office of the Revenue 
Commissioners will count as -.;ervice in an eligible grade. 

6. Candidate-.; for posts at Executive Oflicer level must: 

(aJ on the date they apply for the competition be serving in an established or equivalent capacity 
in the civil service. or on secondment to FAS from the civil service, in the grades of Staff 
Officer (General Service) or Clerical Officer (General Service). Previous service in the 
follcw. ing graJes will count as Clerical Officer service for the purposes of this competition: 

Clencal A:.;sistant (General Service) on clericaL shorthand-typing. typing or data entry 
duties. including previous service as Writing Assistant, Shorthand Typist. Clerk Typist, 
Typist. Card Puncher or Key-Punch Operator 
Departmental Clencal Officer (Customs & Excise) 
As..:istant Officer 1.1f Customs and Excise 
Departmental Clerical As-.is!ant (Cusrom:~ & Excise) 
Departmental Cb !nd 1\~.siswnt (Tax .. ~\1 
Paperl~eeper 

and 
(h) on I March 2001 have not less than two years' service in eligible grades. 

7. Officers on probation are ineligible unless they would have been eligible had they remained 
in their previous grade and they have served continuously since satisfactorily completing a 
probation period: special leave without pay does not break continuity ()r service for this purpose. 

3. Officers on special leave with pay may apply, if otherwise eligible. Officers on special leave 
without pav (e.g. to serve with the ElJ) may be eligible: Personnel Sections should check cases 
not covered by Department of Finance Circular 33/91 with this department. Officers on career 
break may apply if their career break conforms with the tem1s of Department of Finance Circular 
18/98 and if they are otherwise eligible. 

Conditions of appointment 
9. Successful candidates will be offered temporary appointments of up to two years' duration at 
either Higher Executive Officer or Executive Officer level as appropriate and will be paid a 
higher duties allowance for the period of their temporary appointments. Successful candidates 
\vii! be on loan tu the Legal Aid Board from their parent department for the duration of their 
assignment to the Board. At the end of their period-.. of appointment. officers will return to their 
parent departments and any higher duties allowance payable as a result of assignment to the 
Legal Aid Board will cease. 
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The competitions 
I 0. Selection f•1r temrorary appointment at both Htgher Executive Officer and Executive 
Ofticcr !e\ el -.vill be hy means nf <:c cor.1petiti\ ,, intcr\'!CW conducted hy \), •:.mb esubli-.hed hy the 
Leg,d ,\td 8'.><1rd. The int~rview boards ;nay. having examined the _,pr!tcations of all ca:1d1date-. 
deude t!E,l a number only of candidmcs will be inv:ted 10 a!tenL1 befme them for intcrviev •. In 

:1ddition. lhl' boards may. at their di~~cretion. require that carh.iidates undergo preliminary 
interview ctnd invite only those who reach the requistte standard to attend for CClmpetitive 
intervinv [,) ~elect the candidates be-.t qualified for uppointmenr. 

Duration of panels 
II. It is envisaged that. if sufficient candidates reach the requisite standard for appointment. 
panels for temporary appointments at Higher Executive Officer and Executive Officer level. on J 

higher duties allowance basis. will be formed as a result of the competitions. The panels will 
run until 31 December 2002 or until they are exhausted. whichever is the earlier. 

Applications 
12. Candidates should obtain their application forms from the Personnel Section of their serving 
department: the Legal Aid Board will supply forms to Personnel Sections on request. 
Candidates should return their completed application forms directly to the Personnel Officer, 
Legal Aid Board, St. Stephen's Green House, Earlsfort Terrace, Dublin 2 to arrive not later 
than 5.15 p.m. on Friday 2 March 2001. This closing date must be strictly observed. An 
applicJnt who ha-.: nor heard from the Legal Aid Board by 16 March 200 I should contact the 
Board immediately 

I 3. The Le~:.! A;d Board will c:ontact PersDnneJ Sec<ir,r.s ir, re~:pet.;t of candidates being called 
for interview For each candidate called to this stage of the cornpeti~ions th~ Personnel Officer 
will be required to certify that the candidate: 
• has been sathfactory and worked \veil in his or her prese:1t grade, 
• has been satisfactory in general conduct, 
• fulfils the ccmditions of eligibility specified in this Circular, and 
• will be released to serve in the Legal Aid Board. on loan, if successful m the relevant 

competition. 

14. For each candidate called to interview the Personnel Officer wtll give the Legal Aid Board 
an assessment of the candidate's suitability for promotion on a form supplied by the Board. The 
promotion potential form in the relevant scheme of perfom1ance appraisal as completed at the 
last appraisal before the date of the competition circular should be used when completing that 
form. Where a sufficiently long period, say about nine months, has elapsed since the candidate's 
appraisal. and where there is reason to believe that the candidate's performance in the meantime 
merits a change in the assessment. then a current appraisal should be made. 

15. Eligibility to compete. and health and level of sick leave. will nor he verified by the Legal 
Aid Board until a candidate comes under consideration for appointment. So admission to the 
competition and placement on a panel do not imply that a candidate meets the health and sick 
leave criteria. In considering a candidate's suitability for appointment in terms of health and sick 
leave. the Board will have regard to Department of the Public Service Circular 34/76, as 
amended hy Department of Finance Circular 32/91. Candidates with doubts about any aspect of 
their eligibility -;hould clarify their position with their Personnel Section before applying. 

3 
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Appointments 
16. OtTer~ •li <tppointmcnt will b~~ made from the pc111cb in ~'rder ut merit. An officer will have 
·-t maximum ot hvc \\i)rkmg day'- ~tfter receipt A .tn offer tn ,tcc.:pt 1.1r reject it. Officer" \vho 
re_1cct an nrtcl' ur appointnwnt will he ineligible tu oe cun~:dcr~d fL:r any tuture appointments 
lh,~: mi2:ht an:,c from the cumoctltion:-. l·J be held unucr thi~ Circular. Officers takim! up 

~ ' ~ 

appuintments ,_,n ·'higher duties allmv:mcc hasis \.\ 1th the Legal Atd 8o<trd will continue to be 
digiblc h)r rrumntiun in rht normal cnurse 1t1 their nwn Department/Office. In the evl'nt of an 
~.1tliL:er"s .;.crvic._' with the Legal Aid BoarL1 not being satisfactory. the officer will be returned to 

hi-. ( 11 her parent Department/Office prior to the colllpletiLm of the two year loan period and the 
payment uf the h1gher duttes allowance will cease on the dare of such return. In the event of an 
fl/licer failing t•l remain\\ ith the Legal Aid Board f(1r the duration of a two year loan period. the 
next eligible ol'ficer on the appropriate panel may be offered an appointment for a shorter period 
than two vears. 

Circulation 
17. Personnel Sections \hould bring this circular to the notice of all eligible officers serving in 
their departments and a:-.sociated offices without delay. including officers on maternity leave. 
career hreak and other relevant forms of leave. If candidates have any queries about the circular 
they should contact their Personnel Section. Subsequent enquines about their candidature 
should be :tddressed to the Legal Aid Board. 

Mise le meJs. 

Joe l\'lcGov~rn 

Assistant Secretary 




