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2004
I am confident that the work completed over recent years,
combined with the strong ethos of probity and fairness
established over several generations, will make the Public
Appointments Service (PAS) a significant stakeholder in the
future public service.

As will be apparent in this annual report, much work was
done to ensure a smooth transition from the old 
organisation to the new while still maintaining a high
level of service to our clients, and for this I am particularly
grateful to all staff. On the business front a particular fea-
ture of the year was the effect that the issue of decentrali-
sation had on recruitment activity. I would anticipate that
as that programme evolves a strong demand will again
emerge for the running of major interdepartmental cam-
paigns. Throughout 2004 we achieved much progress in
the area of internet development, staff reorganisation
and customer relations management. All of this will
ensure that we are well positioned for the challenges 
of the years ahead.

In welcoming the establishment of the Public
Appointments Service I would like to take this opportunity
to pay tribute to the extraordinary achievements of every-
one who worked for, and supported the Office of the 
Civil Service and Local Appointments Commissioners over
many years. They did indeed show exceptional 
commitment to the principles of equity and fairness.
Through their resolute determination they ensured that
the country has benefited from a civil and a public service
staffed by people recruited and promoted on merit alone.

I would like to acknowledge the support and leadership
provided by the Ceann Comhairle, Dr. Rory O’Hanlon, TD,
and his fellow Commissioners on both the Civil Service 
and the Local Appointments side. The contribution of all
Commissioners throughout the lifetime of the 
organisation has been of immense importance to the
major changes which occurred over the years. I would
also like to take this opportunity to thank all those who
have made an invaluable contribution to our work by 
acting as members of interview and selection boards. It is
very true to say that without their dedication it would be
impossible to provide a professional service.

Our new organisation, the Public Appointments Service,
must live up to the strong tradition of the past. We have
already embarked on a period of dramatic change, with
time and cost becoming enormous drivers for increased
use of technology. However, I am confident of success.
During 2004 we demonstrated that we have the expertise,
the professionalism and, above all, the enthusiasm we
need to meet our many challenges; our ultimate aim 
being to provide cost-effective, high quality services to our
clients. I look forward to working closely with our new
Board and its Chairman Mr. Frank Murray to ensure that
the strong tradition and standards of the Office of the 
Civil Service and Local Appointments Commissioners live
on in the new entity of the Public Appointments Service 
as we enter a new and challenging public sector 
recruitment environment.

Bryan Andrews
Chief Executive 

has arguably been the most significant and historic in the history of the Office of the 
Civil Service and Local Appointments Commissioners. The Public Service Management
(Recruitment and Appointments) Act 2004, by dissolving the Office of the Civil Service

and Local Appointments Commissioners and establishing the Public Appointments Service, ensured that the recruitment
landscape in this country would be changed forever. Much of our efforts in the Civil Service and Local Appointments
Commission over the past four years have been focused on the imminent arrival of this new, modern organisation.

Bryan Andrews
Chief Executive 
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Civil Service Commissioners:

Up until 19th October 2004 the Civil Service
Commissioners had statutory responsibility for 
recruitment to the Civil Service. The Commissioners were
bound by law (the Civil Service Commissioners Act, 1956)
to recruit by fair, open and merit-based means to various
levels in the Civil Service.

Local Appointments Commissioners:

The Local Appointments Commissioners were responsible
for the selection, by open competition, of persons
appointed to specified senior management and 
professional positions in Local Authorities, Health 
Boards, Harbour Authorities, Fisheries Boards and
Vocational Educational Committees.

Mr. Ciaran Connolly,
Assistant Secretary,
Department of Finance

Mr. Michael Kelly,
Secretary General,
Department of Health 
and Children

Mr. Niall Callan,
Secretary General,
Department of Environment,
Heritage and Local Government

Office of the Civil Service and Local Appointments Commissioners
Both sets of Commissioners were serviced by a joint secretariat known as the Office of the Civil Service and Local
Appointments Commissioners. This office was steered by the Management Advisory Committee.

Mr. Bryan Andrews 

Chief Executive

Mr.Brendan O’Callaghan
Director of 
Corporate Affairs

Ms. Patricia O’Grady 
Director of Customer
Relations

Mr. Niall Leavy

Principal Psychologist

Mr. Padraig Love 
Head of Recruitment
and Selection

Mr. Martin Bourke 

Head of Human 
Resources

Organisational Structure

Mr. Frank Murray,
Civil Service
Commissioner

Dr. Rory O’Hanlon, TD,
Ceann Comhairle,
Dáil Eireann

Civil Service Commissioners Local Appointments Commissioners
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The Board
The Public Service Management (Recruitment &
Appointments) Act 2004 established a Board of the Public
Appointments Service. The Board consists of a Chairperson,
the Chief Executive of the Public Appointments Service, and
7 ordinary members.

The chairperson and the ordinary members of the Board
are appointed by the Minister for Finance in consultation
with the Minister for the Environment, Heritage and Local
Government, the Minister for Health and Children and the
Minister for Justice, Equality and Law Reform.

Board Members
• Mr. Frank Murray

Chairperson,
former Civil Service Commissioner and 
former Secretary to the Government.

• Mr Bryan Andrews
Chief Executive of the Public 
Appointments Service 

• Mr. John O’Connell
Assistant Secretary, Department of Finance 

• Ms Niamh O’Donoghue
Assistant Secretary, Office of the 
Revenue Commissioners

• Ms. Geraldine Tallon
Assistant Secretary, Department of 
Environment, Heritage and Local Government

• Mr. Bernard Carey
Director of Personnel Management and 
Development, Department of Health and Children

• Ms. Rosaleen Glackin
Deputy General Secretary, Civil and 
Public Services Union

• Ms. Maura McGrath
Organisation Change and HR Consultant

• Ms. Catherine Clancy
Assistant Commissioner,
Northern Region, An Garda Síochána.

The Public Appointments Service was established on 19 October 2004 following the dissolution of the Office of the 
Civil Service and Local Appointments Commissioners by the Public Service Management (Recruitment and Appointments)
Act 2004. The Public Appointments Service is the centralised provider of recruitment, assessment and selection services for
the Civil Service. We also provide recruitment and related human resource advisory services to local authorities, health
boards, the Garda Síochána and other public bodies.

The Public Appointments Service was the first public sector recruitment organisation to be licensed by the new
Commission for Public Service Appointments, established by the Public Service Management (Recruitment and
Appointments) Act 2004.

Public Appointments Service



6 Annual Report 2004

2004
The office handled in excess of
20,000 applications and filled
almost 2,500 positions across 
a very broad spectrum of the 
Public Service.
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The primary role of the organisation in 2004 was to 
support the Civil Service and the Local Appointments
Commissioners in carrying out their statutory roles in
appointing personnel to specific positions within the 
public service. The organisation employs approximately 160
people, two thirds of whom are directly involved in 
client- specific recruitment and selection activities.

Our core business of recruitment is handled under two
main categories: Large Volume Competitions and Senior
Management and Professional Competitions. A notable
feature of this year was the relatively low demand for
large volume competitions for the civil service. There 
were two factors that could be pointed at to explain 
this lessening of demand, namely:
• Many competitions were brought forward to 2003 to 

ensure that all staff requirements to serve Ireland’s 
Presidency of the European Union in 2004 could be 
comfortably accommodated. This change in the office’s 
work programme contributed to a near record 60,000
applicants being received in the Commission in 2003 for 
all categories of jobs.

• Due to the Government’s launch of the decentralisation
programme a considerable amount of discussion was 
required among all relevant parties to determine what
alterations, if any, should be made to the competition 
process. Intensive discussions took place throughout
2004 with the effect that many campaigns were 
deferred. Throughout this period there was also a 
noticeable fall off in demand from clients for people on 
existing interdepartmental panels.

It is anticipated that the unusual recruitment pattern
experienced in 2004 will be reversed in 2005 with a return
to a heavier demand for large volume campaigns to fill
vacancies throughout the country.

During 2004, we conducted a very successful recruitment
campaign for An Garda Síochána. This campaign attracted
10,601 applications, an increase of approximately 4000 on
recent years. We believe that the primary reason for this
increase was due to the change in the eligibility 
requirements which saw the upper age limit rising from
26 years to 35 years.

In preparation for the opening up of the public service
recruitment environment to competition we have in recent
years focused on providing recruitment and selection 
services to a number of public service organisations 
outside of our traditional sphere. A feature of 2004 was the
very significant demand for our services from clients for
whom we have done minimal work in the past. During the
year we provided a range of recruitment, selection and 
related services outside of our remit to organisations such as:

• Dublin City Council,

• An Bord Pleanala,

• Teagasc,

• Irish Financial Services Regulatory Authority,

• Local Government Computer Services Board and 

• Health Services Executive (interim).

We also continued to focus resources on the development
of new services for our existing customer groups as well as
developing relations with new public service clients. Our
experience suggests that there is significant demand for 
an even wider array of services from our public service
clients and this is an issue that will need to be further
investigated and addressed in 2005.

The office handled in excess of 20,000 applications and
filled almost 2,500 positions across a very broad spectrum
of the Public Service. The organisation continued to 
facilitate the Nursing Careers Centre, and this year a total 
of 941 mature applicants were forwarded for Nurse
Training.In addition to these core recruitment programmes
we extended our selection and testing services to both 
existing and new clients. As a result we handled a further
8,548 applications for various public sector clients.

A detailed breakdown of recruitment activity can be found
at Appendix I.

Overview of Activities 



2004
Co-Hosting an International 
HRM Conference "Sourcing 
& Managing Talent in the 
Public Service" October
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Establishment of the Public 
Appointments Service
For the past number of years the organisation has been
preparing for the eventual arrival of a new entity known 
as the Public Appointments Service. These preparations
significantly increased in intensity in 2004 as the 
establishment date for the new organisation approached.
Existing budgets had to be divided and accounts closed off
for the old organisation. Advertisements, website and 
signage had to be redesigned to reflect the new 
organisation. An extensive publicity campaign was also
rolled out to assist in establishing the name of the new 
organisation among clients and potential customers.
Intensive staff training and briefings were held to ensure
that all were suitably prepared for the new recruitment
environment. Briefing sessions were also held for our
clients. The result of this was that on establishment day
(19th October 2004) all systems were in place to ensure
immediate commencement of business as the Public
Appointments Service.

Preparations for establishment of
Commission for Public Service 
Appointments (CPSA)
In February 2004, the Civil Service and Local Appointments
Commission was requested to establish an advance office
in anticipation of the setting up of the Office of the
Commission for Public Service Appointments (CPSA). A
team of six staff was established to develop the various
structures and systems necessary for the CPSA to function
with effect from its establishment date. This team was
tasked with the sourcing of suitable accommodation,
writing of draft codes of practice, developing I.T. systems,
securing a budget and all other necessary arrangements in
advance of the launch date. Once again the result of these
efforts was that on the 19th October 2004 (establishment
day) the new organisation was fully functioning and in a
position to commence operations.

Steering Group on Strategic Review of
Public Sector Recruitment
The Steering Group, chaired by Mr. Frank Murray, published
its third and final report in 2004. The primary objective 
of the steering group was to oversee the implementation of
the Strategic Review Report on Public Sector Recruitment.
The Steering Group, which was established in 1999 had 
previously published two progress reports in December
2000 and in June 2002. The final report, published in 
2004, outlines the continuing progress seen during the 
last two years.

The Steering Group reported that the organisation has 
completed the process of implementing the 103 
recommendations outlined in the Strategic Review Report.
The report also acknowledged the smooth transition of the
Office of the Civil Service and Local Appointments
Commissioners to the new operating environment of the
Public Appointments Service. The Steering Group welcomed
several innovations in the Office in its approach to the
delivery of its recruitment, selection and advisory services.

The contribution of the Steering Group members was a
positive force for progress, encouraging and supporting the
transition to a new legislative and institutional framework
for Public Sector Recruitment.

Extending of client base
This year we continued our strategic drive to further
expand our client base and to offer a wider portfolio of
new services. Working through our client relations 
managers we continued to work with clients as to the types
of services that would best suit their particular needs.

Arising from these discussions we undertook to deliver an
internal promotion project to the Courts Service. This 
project involved the provision of assistance in carrying 
out their internal Staff Officer and Executive Officer 
competitions. In doing this we offered an end-to-end 
service, which included application management, on-line
applications facility at www.publicjobs.ie; a testing and
results service; interview scheduling and interview services.

Highlights of 2004
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Central Applications Facility 
The Office has played an important role in establishing
and operating the Central Applications Facility (CAF) for
the Government’s Decentralisation Programme. Under this
programme it is proposed to move some 10,300 public
service posts to 53 locations around the country.
Our existing e-government facilities presented a platform
on which to build the Central Application Facility (CAF).
The new facility which was designed and developed within
a matter of weeks was used to collect the relevant data to
support the Government's policy on decentralisation. This
was achieved by allowing civil and public servants a facility
to express their preferences for the various locations
available under decentralisation.

This new system was launched by the Minister for Finance
Mr Charlie McCreevy TD, on 12th May 2004. The CAF 
helps prospective applicants to find out more about the 
locations available and about the departments and 
agencies involved.

Civil servants without access to the internet were able to
obtain information and make applications through a CAF
Hotline which, during peak periods, required a team of up
to eight staff to handle several thousand calls.

Traditionally Departments/Offices conduct their own
internal promotion competitions and this Office has 
not previously been involved in this particular area of
work. This initiative however, offers departments a 
cost-effective option in managing their internal promotion 
competitions, by freeing up resources through the best use
of our technology and expertise. It is our belief that this
area of work could be very significant in the future.

We also undertook specialist recruitment campaigns for
clients outside of our traditional remit. One such high
profile campaign was the Fire Fighter for Dublin City
Council. This campaign attracted over 4,000 applicants,
with all applications made on-line through our website
www.publicjobs.ie. Self-selection was facilitated by 
information sessions at which fire fighters gave an insight
into their job to prospective candidates. For the first
time in Ireland a specialist video was used to test
observational skills.

Feedback from candidates suggested that they were
impressed by the job-related realism of the approach.
Following the initial screening a total of 600 candidates
were then invited to interview and to participate in team
exercises prior to final selection. Throughout the entire
campaign a fresh approach was taken to the selection of
candidates. This approach was only possible through the
close working relationship that was fostered between
Dublin City Council, the city’s firefighters and members 
of our own staff.
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Co-Hosting an International 
HRM Conference "Sourcing & Managing
Talent in the Public Service"
In October we hosted (in conjunction with the Institute of
Public Administration) an International conference,
"Sourcing & Managing Talent in the Public Service”.

With key contributors from both the public and private
sector and from Europe and the United States, the 
conference reflected the latest thinking and practice 
on current issues and challenges in recruitment,
selection, retention and talent management. A mix of
keynote addresses and case study presentations from a
range of civil and public service organisations from 
Europe and the United States highlighted best practice
against which organisations will be able to usefully 
benchmark in the future. Given the level of interest
shown in this conference it is now proposed that this will
become a biannual event.
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2004
The Commission continued its 
campaign to ensure that the 
concept of the public service as 
a potential place of employment
was advanced through a variety 
of media channels.
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• Customer Service
• New Business Development
• Organisation Development
• Strategic Human Resources Development
• Developments in our E-government programme

Progress on the achievement of each of our strategic goals during 2004 is outlined 
in the following sections under each key area. In addition progress on our 
e-government programme is detailed separately as it spans each of the areas of 
our strategic framework.

Progress on Strategic Objectives

CUSTOMER 
SERVICE

“Anticipating 
and Exceeding 

Customers Needs”

STRATEGIC 
HUMAN RESOURCES 

DEVELOPMENT
“Achieving Excellence 
Through Developing 

our People”

NEW BUSINESS
DEVELOPMENT
“Adding Greater 

Value to the 
Public Service”

ORGANISATION 
DEVELOPMENT

“Efficient, cost effective
 and high quality 
service delivery”



Customer Action Plan 2004 – 2007
During 2004 we undertook extensive consultation with
customer groups and our Partnership Committee to
produce a comprehensive Customer Action Plan for the
period 2004-2007.

The Customer Action Plan is a detailed plan that sets 
service standards in all areas of our operation and outlines
how these standards will be delivered and evaluated by
the Office. It includes a Customer Charter which describes
the level of service a customer can expect from our office.

In the latter part of the year we published and commenced
implementation of the plan. Our achievement of the
Service Standards outlined in the plan will be continuously
monitored, reviewed and reported on in subsequent
annual reports.

Customer Panel Meetings 
As part of the ongoing customer consultation process,
during the year we held further Customer Panel meetings,
which were attended by a cross section of staff from
Personnel/HR Units in client departments /offices.
Chaired by the CEO, relevant recruitment units of the
Office were represented. The forum provided us with 
an opportunity to listen to our clients' expectations and
their views on day-to-day contact with us. In turn this
helped us to determine how we can add value and 
develop our services in the future in a manner 
consistent with our clients’ needs.

14
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The Customer Service Programme

“Anticipating and exceeding customers’ needs”

The principal objective in this programme is to develop a strong customer service culture which anticipates and exceeds the
expectations of client organisations and candidates. In 2004 we engaged in a series of specific activities to improve our
capacity to meet the needs of all our customer groups.

Services through the Irish Language
The Official Languages Act 2003 came into effect on the
19th January 2004. The primary objective of the Act is to
ensure better availability, and a higher standard, of public
services through Irish. During 2004 we undertook a 
significant amount of preparatory work to ensure timely
compliance with this legislation. Central to these 
preparations was the national request for submissions
from interested persons or bodies on the issue of the 
provision of services through the medium of Irish. These
efforts will ensure that the office will be among the first
group of public bodies to produce an accepted ‘scheme’
setting out the various services that we will make 
available through Irish early in 2005.

Marketing the public service
In 2004 the Commission continued its campaign to ensure
that the concept of the public service as a potential place of
employment was advanced through a variety of media
channels. Through attendance at careers exhibitions,
speaking at conferences, visits to various third level colleges
and articles in national newspapers the image of the civil
and public service was promoted heavily in 2004.

A strong marketing campaign in the Irish Independent
Sports Monthly supplement focused on the value of the
civil service under the theme “...the Irish civil service –
delivering a better Ireland”. Developed in-house, this 

campaign met with a strong, positive response in the 
marketplace. Other activities included production of high
quality adverts in dedicated public sector publications, and
carefully targeted features in national publications.
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Human Resource Management
Conference
As outlined in the Highlights section in October 2004
we hosted a highly successful and informative 
international HRM conference: Sourcing & Managing
Talent in the Public Service. Organised in collaboration
with the Institute of Public Administration, the conference
brought together key speakers from both the public and
private sectors across Europe and the United States.

As it was held in the same week that we became the
Public Appointments Service the conference had the 
benefit of also assisting in the launch of the new 
organisation to a wider audience. This international
conference also helped to affirm the organisation’s role 
in public sector selection and recruitment. As a result of 
its success it is now planned to hold a biannual HRM 
conference.
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The Business Development Programme

‘Adding greater value to the Public Service’

Central to the organisation moving forward in a new recruitment environment is the capacity to deliver a broad range of
cost effective services that can add greater value to the public service. Over recent years we have pursued a three strand
approach to this objective through broadening our range of services, broadening our client base, and proactively sharing our
facilities. We particularly focused on developing our own portfolio of electronic recruitment and assessment products. It was
also a busy year in the provision of a wide range of high quality advisory and training services to client organisations.

Increasing the portfolio of products
Much of the development work in 2004 involved 
broadening our portfolio of assessment products so that
we could provide a unique and cost-effective option for
clients. New assessment products included a suite of tests
designed specifically for the recruitment of staff into the
civil service at Clerical Officer level and new tests which can
be used for selection at Executive Officer and graduate
entry level. A substantial number of new selection systems
were designed and implemented e.g. Parliamentary
Reporter, County Manager, Conservation Ranger and 
Fire-fighter. Each of these selection systems included a 
practical, job relevant element which was developed in
close consultation with the client in response to the broad
range of recruitment challenges faced on these campaigns.

Preparatory work continued during the year to facilitate
the smooth introduction of e-testing at the SMART Centre
in 2005. The options for extending e-testing beyond the
clerical grades to other levels such as graduate entry 
were also examined.

A comprehensive review of the use of competency based
interviewing in Civil Service recruitment and promotions
since the mid 1990s was also completed. The report
‘Pushing the Boundaries, or not, with Competency Based
Interviewing’, details the experiences of assessors and 
candidates as well as reviewing the latest research on the
technique. The report concluded with a number of 
recommendations to increase the scope and flexibility 
of the competency based interview. We also collaborated
with the Irish Management Institute on the production of
the report ‘Interviewing Practice in Ireland: A Study of the

Competency Based Approach’, which provides a 
comprehensive update on the use of competency based
interviewing in both the public and private sectors.

Recruitment and Selection Guide 
Substantial work was also undertaken on the preparation
of the first edition of the Public Appointments Service
Recruitment and Selection Toolkit ahead of publication in
2005. This practical guide is being designed to assist HR
personnel and line managers across the Civil Service to
achieve best practice in recruitment and promotion.

The need for such a guide was identified within the
Sustaining Progress national agreement, which 
determined that greater use be made of competitive,
merit-based promotions in recruitment systems in the 
civil service. Recognising its expertise in this area, the
organisation was tasked with producing the guide in 
collaboration with the Department of Finance and the
Personnel Officers’ Network. It is anticipated that this
guide will be published early in 2005.

Supporting clients 
Due to the planned changeover to the Public Appointments
Service and the more open recruitment environment that
this would provide, considerable efforts were made 
to build strong relationships and strategic alliances with a
broader range of public sector clients. During 2004, job
analysis studies were carried out on:

• the role of School Inspector, for the Department
of Education and Science

• Clerical Officer in Dublin Institute of Technology.
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the Public Appointments Service occurred in October. It
was important that this transition be as smooth and
seamless as possible. Development of the strongly 
branded www.publicjobs.ie website was an important
component in this planned transition. It provided a 
strong, overarching identity for all clients which
transcended the two organisational identities.

All public sector publications were targeted as part of the
transition campaign throughout the year, featuring the 
old and new names side-by-side to familiarise key target
audiences with the change in advance of it taking place.
We also produced a new newsletter, Choice, designed 
to familiarise clients with the range of services and 
specialised knowledge that we can provide, as well as 
providing updates on matters such as progress on various
campaigns and panels.

Integration of the Performance
Management and Development System
During 2004 the office participated in an
interdepartmental group tasked with examining the role
that competencies play in the performance management
system and how that system ultimately relates to the
wider human resource agenda. Issues examined included
the use of competencies during the recruitment stage,
during promotional competitions and how they are used
at various stages in a person’s career. The ultimate aim is
to feed the findings from this group into the overall drive
towards better PMDS integration in the civil service.

Decentralisation of the Public
Appointments Service
Under the Government’s Decentralisation Programme 
it is intended to relocate 100 of the posts of the Public
Appointment Service to Youghal, Co. Cork. During 2004
initial inspections were undertaken of a number of 
potential sites with personnel from OPW. Significant work
was also undertaken on planning the decentralisation
process to avoid short-term negative impacts on 
operations and to determine the best approaches for the
future. The Public Appointments Service will only be able
to progress plans in a substantial way when the exact
timelines for decentralisation to Youghal become known.
These are expected during 2005.

A separate study for Dublin City Council also looked at the
role of Clerical Officer.

Advice and support on implementing effective recruitment
and selection systems was provided to:
• Teagasc 

• Irish Financial Services Regulatory 
Authority (IFSRA).

We were also closely involved in the design of selection
systems for the new interim Health Service Executive.
Our experience suggests that there is considerable
demand for the services we provide and it is anticipated
that this is an area that will continue to develop in 2005.

Equality & Diversity
We are committed to interacting with all our customers in
ways which are the most accessible and appropriate for
them. We introduced a new Equality Monitoring System to
enhance each recruitment programme in the context of
equality. This initiative is in line with the requirements of
the Employment Equality Act 1998, which aims to ensure
that all applicants are treated equally and are not
discriminated against due to their gender, marital status,
family status, sexual orientation, religious belief, age,
disability, race or membership of the travelling community.

This new reporting system allows staff to produce more
efficiently statistical information on the profiles of 
candidates at various stages of the selection process and
ensures that our equality monitoring methods are fully
reliable and accurate.

New Appeals Procedure
During 2004 we developed a new appeals procedure to
encompass all aspects of our service. It ensures a timely
response to appeals in relation to any aspect of our 
selection process. Our Appeals procedure will be further
developed throughout 2005 and will continue to be fully
compliant with the Codes of Practice as set out by the
Commission for Public Service Appointments.

Marketing the organisation
The transition of the organisation from the Office of the
Civil Service and Local Appointments Commissioners to 



2004
The enhancement of Corporate
Governance was a key priority for
the organisation during 2004
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members and two internal members of staff. The office
also retained the services of an independent and suitably
qualified Auditor. A three year audit plan, covering both
financial and operational systems, was approved by the
Accounting Officer and the Audit Committee.

As proposed in the audit plan, two major audit reviews
were completed during the year.

Financial Systems
In 2004 we installed a new financial system, Agresso
Business World, to streamline financial reporting and 
systems throughout the organisation. This was 
implemented under the Management Information
Framework (MIF) initiative.

Implementation required additional staff training to
increase necessary skill levels within the financial unit.
This training is ongoing and includes training and 
development of staff at all levels throughout the 
organisation on general financial and budget awareness.
The recruitment in late 2003 of a professional accountant
has enabled the organisation to advance this programme.

During the year TRANSFARE, an electronic transfer system
for processing such items as travel and subsistence
expense claims, was successfully introduced. It allows staff

Corporate Governance
The enhancement of Corporate Governance standards,
practices and procedures in the interests of transparency
and accountability was a key priority for the organisation
during 2004.

The Report of the Working Group on the Accountability of
Secretaries General and Accounting Officers (The Mullarkey
Report) made recommendations for public service organisa-
tions in respect of such areas as internal financial controls,
internal audit arrangements and risk management. In
responding to this report the Office is on target for full
implementation of all recommendations by early 2005.

Board of the Public Appointments Service
As part of the development of the Corporate Governance
framework, the Public Service Management (Recruitment
and Appointments) Act 2004, established a Board of the
Public Appointments Service. The establishment of the
Board has provided the formalised structure to ensure
effective Corporate Governance.

Audit Committee
The Internal Audit Committee was re-established in May
2004, providing the Accounting Officer with increased
access to external, independent advice. The committee
which met on four occasions consists of three external 

The Organisation Development Programme

“Efficient, cost-effective and high quality service delivery”

The aim of this programme is to change and improve how we deliver our services and to ensure effective systems are in
place to support current and emerging business needs.

We undertook a number of key initiatives in this area in 2004, including making significant progress in developing our 
financial, audit and risk management functions within the office.

In addition an important restructuring of the organisation was finalised in the middle of 2004. This restructuring moves the
organisation away from a traditional hierarchical structure with unit managers being given greater autonomy, including
direct responsibility for their own budgets and staff. Overall responsibility for Client Relations was transferred to the
Recruitment & Selection area thus enhancing the link between clients and the primary operational unit. This has had the
direct effect of enhancing internal accountability and increasing client focus.
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to track the progress of claims and to remove a significant
amount of manual paper handling from the process.

Plans were also progressed during the year for the 
implementation and piloting of a new Electronic Funds
Transfer (EFT) system in the first quarter of 2005. This will
facilitate speedier payments to all suppliers and staff and
will also streamline receipt of payments from clients.

Risk Management
The office introduced a program to initiate risk manage-
ment as an integral and ongoing part of our management
process. We developed a Risk Management Strategy and
Risk Management Policy appropriate to this office. The
office secured the services of a specialist consultant to
assist with the implementation of this process. As a result
of undertaking workshops and training, risk profiles were 
produced and managers and staff provided with the basic
framework for identifying and prioritising risks. The risk
registers will be finalised in 2005 and a suitable reporting 
and monitoring system put in place.

Sharing knowledge and expertise
In recent years there has been a growing appreciation 
of the value to the organisation of learning from, and 
sharing knowledge with, similar organisations nationally
and internationally. Over the past number of years we
have developed a wide range of external relationships that
have proved exceedingly valuable.

Cross-border Relations
We continued to meet colleagues from various 
organisations in Northern Ireland as part of a genuine
commitment to helping develop the cross-border agenda
through discussions on topics of mutual interest. This 
relationship has been developing over the past number 
of years to a point where a professional relationship has
been formed on issues relating to recruitment and 
selection in the public sector.

International Co-operation
We continued to receive a number of delegations from
abroad. These included a three day visit by representatives
of the Malaysian Public Service and a visit by a delegation
from Albania.

Senior management, in collaboration with the IPA, also
participated in and led a number of workshops for EU
accession states as well as delivering a number of 
programmes in Latvia, Estonia and Cyprus.

Community Relations
A new dimension in this organisation has been the setting
up of our External Relations Group to develop our external
relations programmes further. An External Relations Policy
was prepared setting guidelines for the types of initiatives
with which the group may become involved in the future.
As part of this initiative, we played a central role in the
development of the Star Pupil Programme in 2004.

This programme is designed to help high achieving pupils
from the Traveller Community attending schools in
Tallaght, Dublin to secure full time employment. The 
project encourages participants to remain in full time 
education until they complete their leaving certificate 
and also assists them in securing part time work 
experience during the summer months.

The Commission provided training in the preparation of
CVs, completion of job application forms and preparation
for and participation in interviews. We held interviews for
the selected pupils and provided feedback to all 
participants. We also provided work experience during the
summer for one pupil as a temporary Clerical Officer.
Through involvement in programmes such as this it is
hoped that both the wider community and our own staff
can develop further.
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Human Resource Policies/Awareness 
A number of key human resource (HR) polices were 
introduced in 2004. HR policies are formulated by our
human resources team with input from line managers as
applicable and introduced through our Partnership 
structures. A new Work-Life Balance Policy, an Absenteeism
Policy and a Charter for external consultants, were all
approved by our Partnership Committee.

Information Sessions on Human Resource issues took place
for all newly appointed line managers. These sessions
included information on managing the probationary 
period, induction of new staff, dealing with under 
performance, assessing candidates fairly and issues around
working hours and sick leave.

Developing our Partnership ethos
We continued to have a high level of engagement with 
the partnership process. This process has become the 
cornerstone of our approach to the development of the 
organisation and will remain fundamental to our future
success. A number of substantial issues were tackled
through partnership in 2004. Foremost in these issues was
the requirement of the Partnership Committee to further
develop the organisation’s agreed action plan on 
modernisation and submit it to the Civil Service
Performance Verification Group (CSPVG). The second 
submission to the CSPVG, made during 2004, was again
most favourably received.

As a result of our continuing progress in this area, we were
asked to provide advice to a number of other partnership
committees within the civil service.

Implementation of Performance
Management and Development System
(PMDS)
Implementation and integration of the PMDS into the
business of the office continued in 2004. Planning meet-
ings had been held with four out of every five employees
by the end of the year and the majority of staff had 
participated in at least one review meeting. Upward 
feedback training took place during the summer for all
staff. PMDS training was also held for all new staff. It is
now expected that PMDS will become mainstreamed into
every business unit during 2005.

Training & Development
Extensive staff training and development work was 
undertaken during the year through a variety of means.
This included computer training, one-to-one training and
mentoring as well as classroom-based programmes and
use of third party trainers in specialised subjects.

During 2004 staff participated in a wide variety of courses
including induction programmes, team training, language
classes, public procurement, ECDL and various specialist
courses.

Development sessions, including practical workshops,
were undertaken during the year by middle managers.
Held in locations away from participants’ primary places 
of work, these sessions encouraged team building and
focused on strategic issues. The office’s evaluation system
has indicated that positive results were achieved.
We continued to support third level education undertaken
by staff as well as various other continuous learning 
initiatives, such as attendance at relevant conferences and

Strategic Human Resources Development

“Achieving excellence through developing our people”

Our goal in relation to becoming a stronger business driven and customer centred organisation is underpinned by a strong
commitment to developing and enhancing our people capabilities and fostering a culture of meaningful involvement for all
our staff. We progressed this objective during the year through a number of activities which put in place the supports 
necessary for staff to develop their capabilities.
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Health & Safety
This is an issue which is taken most seriously within the
organisation. A dedicated Health & Safety Committee, set
up in June 2004, met twice during the latter half of the
year. The committee oversaw a major initiative designed to
increase awareness amongst staff on issues relating to
health and safety. This consisted of a full Health & Safety
week during which staff:
• received training on a variety of health and 

safety issues,

• participated in evacuation procedures,

• engaged in health and safety promotional activities,
and 

• attended an awareness session presented by a 
specialist guest speaker.

During the year the office’s Health and Safety Statement
was revised and reissued and appropriate training was 
provided for members of the Health and Safety
Committee.

Customer Service Panels
Staff members from a variety of grades and sections 
participated in internal customer service panels for Human
Resources and discussed a wide variety of topics. These 
included communications, staff mobility, feedback to staff
from managers; “exceptional performance” awards,
partnership, training & development, the Wellness
Programme, PMDS and internal promotions. The aim of the
meetings was to obtain feedback on the services provided
by Human Resources. All suggestions were noted and have
either been implemented or are included in the human
resources business plan for 2005.

seminars. During the year 13 staff were supported in
attaining professional/education qualifications through
the Refund of Fees Scheme. In addition, to encourage staff
to keep up to date with current developments in their 
professional field, we funded a variety of memberships to
professional bodies as well as subscriptions to relevant
publications.

Overall a budget equivalent to 5% of payroll was invested
in staff education and training during 2004.

Staff welfare 
In September 2004 a Wellness Programme was designed
to ensure that all staff have a satisfactory work-life 
balance. During the programme a range of services were
provided for staff, including health checks, eye tests, and
awareness raising seminars on mental health, diabetes
and personal safety. Workshops and training in the area of
work-life balance was also provided. As a result of a survey
on Work-Life Balance in the office a number of 
recommendations were made and most were 
implemented in 2004. Bullying awareness training was
also provided for all managers and staff.

The feedback from staff at all grades regarding these 
sessions has been extremely positive.

Equality and Diversity 
Disability Awareness Training and Anti-Racism &
Intercultural Awareness Training were provided for all
interested staff in November as part of the office’s
Diversity Programme.

The Anti-Racism Day and the Anti-Racist Workplace Week
were promoted. A Dignity at Work Charter was prepared
and approved by Partnership. A Diversity and Equality
Policy was also prepared and was submitted to Partnership
for approval. A sub-group has been set up to examine the
policy and its proposed implementation.

In 2004 the office has met the 3% quota for staff with 
disabilities and continues to exceed the Gender Equality
targets.
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Excellence through People 
In 2004 we maintained and improved on our ‘Excellence
Through People’ Award. This prestigious award is Ireland’s
official standard of excellence for staff development and
reflects great credit on the staff of the organisation.
During 2004, FÁS, who administer the scheme, requested
assistance from the Public Appointments Service in a
major review of the award process. We undertook to 
participate in a review of the criteria under which the
Award is assessed and to pilot the revised standard. The
new standard incorporates additional areas such as
employee wellbeing, leadership, recruitment and selection.
While final results are not due until 2005, the initial feed-
back from our own participation was that our organisation
comfortably exceeded the revised standard.

50 Best Companies
Our organisation was also selected as one of the 50 Best
Companies to Work for in Ireland. The contest is part of 
an initiative by the European Commission to draw public
attention to the many progressive workplaces
throughout Europe.

The purpose of the contest is to recognise organisations
in which employees are provided with a great work 
environment. The contest consists of a culture audit
completed by each organisation and the submission of
supporting material. Most importantly however is the fact
that all employees are also surveyed by the contest
organisers. The primary advantage for participating in this
competition is that each organisation receives 
comprehensive data that can be used to formulate future
human resource strategies in a variety of areas. Through
continued participation in this competition we are 
provided with an excellent opportunity to benchmark
ourselves against other bodies in both the private and
public sector.

Top Recruitment Advertising Awards
In 2003 we launched a recruitment campaign for the first
Ombudsman for Children in Ireland. The advertisement for
this campaign was very successful in attracting a high
quality field for the campaign.

Subsequently in May 2004 the advertisement won the top
award at the Irish Independent Excellence in Recruitment
Advertising Awards. The Chair of the Judging Panel,
Michael McDonnell, Director of the Chartered Institute of
Personnel & Development, said the campaign had “broken
the mould and really shaken-up the way advertising can
be presented”.



24 Annual Report 2004

2004
Our organisation was selected as
one of the 50 best Companies to
work for in Ireland.
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Developments in our E-government programme

The development of our electronic services spans our four key strategic programmes. Phase II of our e-government strategy
undertaken in 2004 provided a detailed analysis of international best practice in the use of internet-based technologies for
public and private recruitment. This has paved the way for the commencement of Phase III which we anticipate will take
place in 2005 and will include the design and build of further enhanced, electronic capabilities.

Improvements in electronic
service delivery
Electronic and IT-based approaches to the advertising 
of vacancies and the processing and selection of 
candidates are dramatically changing recruitment. The 
cost savings and efficiencies afforded by IT and the 
internet mean that e-services will become all-pervasive
within the recruitment sector for virtually all aspects of
the recruitment and selection process.

We have embraced this approach by developing our initial
on-line applications process in 2000. Since then we have
progressed rapidly to provide an increasingly sophisticated
customer focused applications and assessment process.
We remain committed to being at the forefront of these
developments while maintaining our quality standards

Phase II of our e-strategy went live in April 2004 and has
provided new functionality for applicants. This phase will
ultimately provide a diary management function, which
will allow candidates to select their own dates and times
for tests and interviews, as well as providing them with
details of interview appointments via email and SMS text
messaging. Candidates will also be able to obtain feedback
on their performances on-line.

New portals have been provided for client organisations
which will allow them to view details and progress on
their particular campaigns. A significant degree of 
functionality has been made accessible to clients so that
they can become more involved in the recruitment process
directly. In addition, this phase of our e-government
programme has further automated processes for our staff
and facilitated a further move away from their traditional
work methods.

One of the areas in which we have undertaken a truly 
pioneering role is in the development of e-testing.
Significant preparatory work was completed in 2004 
ready for a progressive roll out of a new system in 2005.
Effectively, we have created a testing platform, initially 
operated in a supervised testing environment, which 
will generate significant efficiency in terms of processing
of results.

This will be developed further over the next five years 
using self-selection and screening tests on-line to refine 
the search for the right candidates for each particular
vacancy. This new approach to testing will allow for the
rapid testing and processing of candidates for various 
competitions without the need for a major staff resource.
Ultimately it is anticipated that this facility will become an
internet based system as opposed to candidates being
required to visit a specific test centre.

Web Site development
During 2004 we also merged and redesigned our existing
two web sites into one site. The new look web site
www.publicjobs.ie has both enhanced visual attractiveness
and increased accessibility from the job applicant’s 
perspective. This has become an interactive business tool
in our recruitment and selection processes.

In 2004 it was utilised as the key channel for registering
applications for a number of competitions. An example of
this is the processing of the applications for the Fire
Fighters’ competition for which a total of 4,365 
applications were received, all of which were made via 
the website.
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Appendix 1

RECRUITMENT ACTIVITY
This Appendix consists of a series of statistical tables which summarise our recruitment activity during 2004.

For the purpose of this report, all similar recruitment activity is combined together under single headings. It is also worth
noting that the tables combine all related recruitment activity undertaken during the year 2004, i.e. interviews. This may
give rise to apparent inconsistencies – for instance, the number of candidates interviewed for a particular grade may
exceed the number of applications received in the year in question as some of the interviewees applied in response to a
recruitment drive in a previous year.

Gender data is supplied wherever it was available.

APPENDICES
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Total Number Numbered Number
of Applications Interviewed Assigned /

Received Recommended
Civil Service Commission

• Clerical 1,646 654 568
• Administrative 0 540 538
• Senior Management & Professional 4,249 946 236

TOTAL 5,895 2,140 1,342
Local Appointments Commission

• Local Authorities 2,987 939 117
• Health Sector 770 451 227

TOTAL 3,757 1,390 344
Other Activity

• Garda Recruitment 10,601 1,061 603
• Prison Officer 127 90

TOTAL 10,601 1,188 693
Selection/Testing Services Provided

• Nurses 1671 941 names forwarded 
to the Nursing Careers Centre

• HR Posts in Teagasc 117 40 18 names 
forwarded to Teagasc

• Director EPA 69 13 4 names 
forwarded to Minister 
for the Environment,

Heritage & Local 
Government.

• Firefighters in DCC 2135 names forwarded to DCC
• Clerical Officer - DCC 3,370 1134 names forwarded to DCC
• SO/EO Confined Courts 170 170 continued in 2005
• Senior Educational Welfare Officer 9 continued in 2005

National Educational Welfare Board
• Junior Professional Officer 180 22 continued in 2005

United Nations Development Programme
• Assistant Staff Officer 513 341 125 names forwarded to

North Eastern Health Board North Eastern Health Board
• Executive Officer An Bord Pleanala 2355 continued in 2005
• Assistant Director 

Local Government Computer Services Board 94 5 2 Names forwarded to 
Local Government

Computer Services Board
TOTAL 8,548 591
OVERALL TOTAL 28,801 5,309 2,379

Summary of Recruitment Activity
1 January - 31 December 2004

Note: Combining all related activity can give rise to apparent inconsistencies.
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No. of No. who  sat No. attended  No. successful No. of
Applicants Selection Tests         main board             at Interview    assignments

M*1 F*2 T*3 M F T M F T M F T M F T
Clerical Grades 677 969 1,646 431 567 998 308 346 654 258 341 599 201 367 568
Staff Officer Advertised prior to 2004 30 71 101 15 43 58 15 29 44
Executive Officers Advertised prior to 2004 134 158 292 112 150 262 155 197 352
Higher Executive Officer Advertised prior to 2004 21 23 44 17 19 36 29 27 56
Administrative Officer Advertised prior to 2004 3 4 7 1 2 3 6 11 17
Third Secretary Advertised prior to 2004 1 0 1
Assistant Principal Officer Advertised prior to 2004 52 44 96 29 21 50 28 15 43
Principal Officer Advertised prior to 2004 12 13 25
Garda Trainee 10,601 Selection test 715 346 1,061 391 212 603 391 212 603

scheduled for 2005
Prison Officer Advertised prior to 2004 99 28 127 77 24 101 69 21 90

TOTALS 677 969 12,247 431 567 998 1,362 1,020 2,382 900 812 1,712 907 892 1,799

*1Male
*2Female
*1Total

Civil Service- General Service Recruitment Activity
1 January - 31 December 2004



Number Applied Number Attended No. of Assignments
Main Interview

PROFESSIONAL CATEGORY M F T M F T M F T
Accountancy
• Assistant Local Government Auditor,

D/Environment & Local Government Advertised prior to 2004 2 0 2
• Local Government Auditor 19 9 28 15 8 23 1 0 1
• Economist 16 12 28 8 2 10 1 0 1
• Trainee Auditor 360 451 811 0 0 0 2 2 4
• Professional Accountant Environment 18 5 23 Continued in 2005
Legal
• Solicitors 74 82 156 47 70 117 10 15 25
• Legal Research Assistant Advertised Prior to 2004 0 1 1
• Legal Researcher Advertised Prior to 2004 1 1 2
• Probation & Welfare Officer,

Dept of Justice, Equality & Law Reform 34 109 143 23 84 107 1 2 3
Senior Management
• Commissioner for Taxi Regulation 33 5 38 9 1 10 1 0 1
• Deputy Chair of the Labour Court 27 11 38 10 7 17 1 0 1
• CEO of the Garda Síochána 

Complaints Board 12 6 18 6 1 7 1 0 1
• Director General of the Prison Service 7 0 7 3 0 3 1 0 1
• Director of Regimes in the 

Irish Prison Service 10 1 11 8 1 9 1 0 1
• Commissioner for Communications 

Regulations 34 6 40 11 1 12 1 0 1
• Commissioner for Energy Regulation 27 3 30 7 1 8 0 1 1
• Chief Executive of the Legal Aid Board 20 3 23 6 1 7 1 0 1
• Director of the National Library 10 7 17 2 2 4 0 0 0
• Pensions Ombudsman 18 14 32 6 8 14 0 2 2
• Chief Executive Officer in the 

Private Security Authority 21 3 24 Continued in 2005
• Head of NDP Gender Equality Unit 1 10 11 Continued in 2005
• Corporate Compliance Manager 

in ODCE 12 4 16 6 2 8 Continued in 2005
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Civil Service - Senior Management & Professional Appointments
1 January - 31 December 2004
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Number Applied Number Attended No. of Assignments
Main Interview

PROFESSIONAL CATEGORY M F T M F T M F T
Administrative
• Development Officer Advertised prior to 2004 0 2 2
• Development Worker 7 2 9 5 2 7 0 1 1
• Development Specialist, Ireland Aid Advertised prior to 2004 1 3 4
• Head of Communications 

& Participation, Office of the 
Ombudsman for Children 19 35 54 7 6 13 Continued in 2005

• Investigator in the Office of the
Ombudsman for Children 32 69 101 2 6 8 Continued in 2005

• Research & Policy Advisor in the 
Office of the Ombudsman 
for Children 8 28 36 0 6 6 Continued in 2005

• Information Project Officer 11 22 33 3 3 6 0 1 1
Architectural & Engineering
• Engineering Inspector (Water) Advertised prior to 2004 2 0 2
• Inspector(Railway Inspectorate) 9 2 11 6 2 8 2 1 3
• Senior Inspector (Railway Inspectorate) 3 0 3 2 0 2 0 0 0
• Architect 12 22 34 11 19 30 1 3 4
• Engineering Inspector Advertised prior to 2004 1 0 1
• Senior Engineering Draughtsman OPW 2 0 2 Continued in 2005
• Engineering Technician 4 2 6 Continued in 2005
Science
• Assistant Agricultural Inspector 

(Environmental Chemist) 10 8 18 2 4 6 3 1 4
• Chemist 70 113 183 7 15 22 0 1 1
• Geographical Information Systems

Technician Advertised prior to 2004 1 2 3
• Research (Veterinary) Officer Advertised prior to 2004 3 3 6
• Forestry Inspector Advertised prior to 2004 1 0 1
• Meteorological Officer Advertised prior to 2004 8 6 14
• Veterinary Inspector 32 17 49 13 9 22 0 1 1
• Laboratory Technicians 55 101 156 9 13 22 Continued in 2005
• Forensic Scientists Advertised prior to 2004 0 1 1
• Meteorologist 39 22 61 Continued in 2005

Civil Service - Senior Management & Professional Appointments
1 January - 31 December 2004
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Number Applied Number Attended No. of Assignments
Main Interview

PROFESSIONAL CATEGORY M F T M F T M F T
Medical
• Psychologist in Prison Service 16 30 46 12 14 26 4 6 10
• Deputy State Pathologist 2 0 2 2 0 2 1 0 1
• State Pathologist Advertised prior 0 1 1 0 1 1

to 2004
• Medical Assessor 7 4 11 4 4 8 1 2 3
• Chief Medical Officer 6 4 10 5 4 9 4 2 6
Educational
• Special Education Needs Organiser Advertised prior to 2004 25 107 132 Continued in 2005
• Irish Language Teacher,

An Garda Síochána Advertised prior to 2004 0 1 1
• Post Primary Inspectors Advertised prior to 2004 12 11 23
• Primary District Inspectors Advertised prior to 2004 3 3 6
• Examination & Assessment

Managers 9 20 29 11 14 25 3 1 4
• Educational Psychologist Advertised prior to 2004 1 6 7
• Senior Education Specialist,

World Bank 10 7 17 7 2 9 Continued in 2005
• French & German Language Teacher,

An Garda Síochána 5 33 38 0 7 7 0 1 1

Civil Service - Senior Management & Professional Appointments
1 January - 31 December 2004



Number Applied Number Attended No. of Assignments
Main Interview

M F T M F T M F T
Miscellaneous
• Aistritheoir 17 13 30 2 0 2 Continued in 2005
• Inspector of Explosives 6 1 7 Continued in  2005
• Court Officer 

(Special Residential Services Board) 8 7 15 3 8 11 0 3 3
• Statistician 557 430 987 24 5 29 8 0 8
• Biosecurity Officer 8 4 12 3 1 4 1 0 1
• Mapping Draughtsperson 109 77 186 13 10 23 10 5 15
• Ship Surveyor 14 0 14 6 0 6 3 0 3
• Technical Agricultural Officer Advertised prior to 2004 11 2 13
• Librarians/Asst. Librarian/Asst. Keeper 17 65 82 3 18 21 0 2 2
• Director of Botanic Gardens 8 1 9 3 0 3 Continued in 2005
• Wildlife Inspectors Advertised prior to 2004 3 2 5
• Assistant Conservator  Advertised prior to 2004 2 4 6 1 1 2
• Assistant Fire Advisor  Advertised prior to 2004 1 1 2
• Industrial Relations Officer Advertised prior to 2004 1 0 1
• Valuer 19 20 39 11 19 30 6 9 15
• Harbour Master 52 1 53 Continued in 2005
• Statistician Advertised prior to 2004 2 1 3
• Assistant Keeper Grade II 29 45 74 Continued in 2005
• Director of Botanic Gardens Advertised prior to 2004 1 0 1
• Head of Social Work 5 6 11 3 3 6 Continued in 2005
• Ushers in the Houses of the 

Oireachtas Advertised prior to 2004 0 1 1
• Conservation Ranger 216 111 327 46 32 78 Continued in 2005

TOTALS 2,186 2,063 4,249 419 527 946 125 111 236
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Civil Service - Senior Management & Professional Appointments
1 January - 31 December 2004



33Annual Report 2004

Number of Number of Applicants Candidates Recommended
Applicants Interviewed for Appointment

M F T M F T M F T
Administrative
City/County Manager 132 5 137 28 2 30 6 0 6
Chief Executive Officer VEC 59 9 68 29 7 36 1 3 4
Director of Services 306 56 362 167 24 191 15 1 16
Head of Corporate Affairs Advertised prior to 2004 9 4 13 1 0 1
Head of Information Systems 61 8 69 36 1 37 2 1 3
Senior Executive Officer 453 259 712 111 61 172 8 8 16
Financial Accountant 16 19 35 4 6 10 0 1 1
Financial /Management Accountant 49 33 82 8 8 16 1 0 1
Finance Officer Advertised prior to 2004 0 1 1
Head of Finance 38 12 50 20 8 28 2 1 3
Executive Manager 43 10 53 Continued in 2005
PROFESSIONAL AND TECHNICAL
Senior/Executive/Senior 
Executive Engineers 945 81 1026 223 12 235 34 1 35
Senior/Executive/Senior Executive 
Planners/Planners 102 97 199 45 38 83 10 6 16
City/County/Executive/
Senior Executive Architects 11 6 17 10 5 15 2 3 5
Assistant Chief Fire Officer/
Chief Fire Officer 16 1 17 11 1 12 2 1 3
Senior Scientific Officer 8 7 15 6 7 13 1 0 1
Senior/Senior Executive Solicitors 5 8 13 5 8 13 0 1 1
Veterinary Inspector 12 9 21 4 4 8 1 0 1
Senior/Executive Parks Superintendent 4 3 7 3 3 6 2 1 3
Civil Defence Officer 17 5 22 6 2 8 Continued in 2005
Senior Executive Fire Prevention Officer 14 2 16 Continued in 2005
Assistant Director of Operations 40 11 51 Continued in 2005
Senior Executive Quantity Surveyor 10 0 10 10 0 10 Continued in 2005
County/City Librarian 1 4 5 1 2 3 Continued in 2005

TOTALS 2,342 645 2,987 736 203 939 88 29 117

Local Authority Recruitment Activity
1 January - 31 December 2004
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Number of Number of Applicants Candidates Recommended
Applicants Interviewed for Appointment

M F T M F T M F T
Medical
Medical Consultants 388 122 510 194 77 271 67 34 101
Specialist in Public Health Medicine 9 20 29 5 13 18 4 11 15
Community Opthalmic Physician 1 1 2 1 0 1 3 0 3
Director of Public Health Medicine 2 0 2 2 0 2 1 0 1
Para-Medical
Regional Public Analyst 4 1 5 4 1 5 1 0 1
Specialists in Orthodontics Advertised prior to 2004 3 0 3
Senior/Basic Grade Psychologist 53 141 194 31 102 133 32 65 97
Director of Nursing 1 10 11 2 7 9 0 1 1
Principal/Senior/Basic Grade 
Environmental Health Officer 7 3 10 6 1 7 0 1 1
Superintendent Community 
Welfare Officer Advertised prior to 2004 3 0 3
Director/Assistant Director of 
Nursing Mental Health 4 3 7 2 3 5 0 1 1

TOTALS 469 301 770 247 204 451 114 113 227

Health Sector Recruitment Activity 
1 January - 31 December 2004
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Assistant Secretary Department of Community, Rural & Gaeltacht Affairs
Assistant Secretary Department of Defence
Advisory Counsel Grade 1 Office of the Attorney General
Assistant Secretary Probation & Welfare, Finance & Information Technology Divisions,

Department of Justice, Equality & Law Reform
Assistant Secretary The Court Service
Assistant Secretary Department of Enterprise, Trade & Employment

Top Level Appointments Committee

In 2003 the office assisted the Top Level Appointments Committee with the following appointments:
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Appendix II

STANDARDS OF SERVICE DELIVERY
In 2004 we published our Customer Action Plan (2004-2007) which set out challenging Standards of Service Delivery for
all our business units.

In the latter part of the year we began to put a programme in place to monitor and evaluate these Standards (our 
achievement in relation to these specific targets will be reported on commencing first quarter 2005).

Customer Group Service Standard Method of Measurement Frequency of 
Measurement

Client Organisations Assignment of Clerical Assignees details to be conveyed Client Centred System Quarterly 
Recruits to client within 3 days of receipt

of request in 90% of cases
Assignment of Executive Assignees details to be conveyed Client Centred System Quarterly
Officers to client within 3 days of receipt

of request in 90% of cases
Assignment of Administrative Assignees details to be conveyed Client Centred System Quarterly
Recruits to client within 3 days of receipt

of request in 90% of cases
All general service grades Assignees details to be conveyed Client Centred System Quarterly

to client within 3 days of receipt
of request in 90% of cases

Medical Consultants Recommendation to issue Client Centred System Quarterly
12-16 weeks from receipt of 
completed documentation 

Senior Management Recommendation to issue 8 Client Centred System Quarterly
weeks from receipt of completed 
documentation 

Other customised Consultation with the client Client Centred System Quarterly
appointments on the recruitment process and

timeframe for project delivery 
8-12 weeks from agreement to 
recommendation

IT Specialist Panels All panels to be maintained. Panels in place 
Interdepartmental Posts
General Satisfaction rating with Customer Survey Annually 

recruitment process times and Customer Panels 2 Customer 
quality to exceed 80% Panels a year
Ongoing monitoring of client Customer Survey Ongoing
satisfaction post assignment

Provision of other services Contact with clients will be Customer Survey Annually
made within 3 days of initial 
enquiry
A customised response to request Database for tracking 
will be provided new business 

Provision of training Programme of training will be Programme in place. Annually
available each year
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Customer Group Service Standard Method of Measurement Frequency of 
Measurement

Applicants General Satisfaction Satisfaction rating with the Customer Survey Annually
quality of the recruitment process 
to exceed 80%

Notice of tests and provision Provide familiarisation information Manual recording Quarterly
of familiarisation material and test notice at least

10 days prior to test
Notice for Interviews 90% of candidates will have a Manual recording Quarterly

minimum of 5 days notice 
for interviews

Issue of results for Tests Results of Tests will issue 2 wks Manual recording Quarterly
from the main test date for 
80% of competitions

Issue of results for Interviews Results of Interview will issue a Manual recording Quarterly
maximum of 10 days after the 
final interviews

Provision of feedback Tests - Provided with results Manual recording Quarterly
Interview -  on request and 
within 3 days of request

Board Members Provision of board papers Papers will be available at least Focus groups Twice yearly
Materials to board 3 days in advance
Information/briefings 90% satisfaction with the facilities Focus groups Twice yearly
Facilities for board members and provision of information 
Payment of fees and Fees will be paid fortnightly MIF System
Travel and subsistence claims T&S Claims will be processed weekly  

Internal Customers Comprehensive learning Implementation of Annual Retain Excellence Annually
and Development programme Learning and Development Plan Through People
place
Internal Customer Employee satisfaction with Employee Survey Annually
Charter internal customer service

Routine queries replied to on 
the same day

Implement a Human Resource Human Resource Strategy Customer Survey Annually
Strategy which promotes a in place 
culture of mutual respect and
courtesy and prompt, effective
delivery of service
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Customer Group Service Standard Method of Measurement Frequency of 
Measurement

All Customers Website Provision of 99% uptime Record logged Real time
Service will be restored within 
2 hours of an interruption 
being notified
Publicjobs.ie fully WAI AA WAI Standards Real time
compliant by end 2004 and 
maintained thereafter
Panels refreshed weekly Regular monitoring of site Weekly
Information on all panels will Panel information available Real time
be  accessible on the website

Email Queries Clear, simple language will be used Customer Survey Annually
Acknowledge query same day Manual recording  Quarterly
Routine queries replied to on 
the same day

Written correspondence All correspondence from this Office Customer Survey Annually
will be in clear, simple language 
Routine correspondence to be Manual recording  Quarterly
dealt with in 3 days
Non-routine correspondence to be 
acknowledged within 3 days and 
followed up within 10 days

Telephone Queries Telephone calls to be answered Customer Survey Annually
promptly
Our aim is within 10 seconds. Annually

Personal Callers General Satisfaction to exceed Customer Survey Annually
80% with service received

Accommodation Clean, safe and comfortable Customer Survey Annually 
Accessible by all our customers

Irish  Services All key publications will be Bilingual publications Real time
available in Irish
All on-line applicant services Manual recording Quarterly 
will be bilingual on request during
the application period
Correspondence in Irish will Customer Survey
receive a reply in Irish.
Fulfill obligations under the Official Compliance monitored
Languages Act 2003 by An Coismisineir Teanga
Prepare a detailed scheme in line Scheme in place
with provisions of Para 11 of the Act

Equality/Diversity Processes/procedures will be  Equality proofing of large All large 
monitored to ensure that they do competitions competitions
not result in unfair treatment of (over 100 candidates)
any group or individual candidate 



Appendix III

FINANCIAL REPORT

Expenditure

Our expenditure during 2004 is set out below: -

€000

Salaries      5,608 
Travel and Subsistence 216
Incidental Expenses (including Training) 442
Postal and Telecommunications Services 249
Office Machinery 1,025
Office Premises Expenses 333
Consultancy Services 659
Advertising, Accommodation and Printing of Test Papers 1,283
e-Government 369

Gross Total 10,184
Appropriations-in-Aid -248
Net total 9,936

Prompt Payment of Accounts
On 7 August 2002 the European Community (Late Payments in Commercial Transactions) Regulations 2002 came into
effect and reduced the number of days for paying claims from 45 to 30 days. In 2004, there were 37 cases, where payments
were not made within the prescribed time frame. A total of €1704.44 was paid in penalty interest during 2004.
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