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EXPRESSION OF INTEREST- NAS CONFINED CAMPAIGN
Clerical Officer Grade III (0609)
          Service:  National Ambulance Service (NAS)
Base:  Work Force Planning Office, St. Mary’s Hospital Complex, Castlebar, Co. Mayo
Expressions of Interest are invited from all staff of the HSE and bodies which provide services on the behalf of the HSE under Section 38 of the Health Act 2004 are eligible to apply and currently employed at Grade III (Clerical Officer) who are interested in reassigning to the above permanent role by grade-to-grade transfer. 
Workforce Planning office opening hours are 09:00 – 17:00 Monday to Friday (lunch 13:00 – 14:00).   Weekly working hours are 35 hours per week.

Informal enquiries:

Enquiries should be made to: mary.mctigue@hse.ie  phone 0949063027. 
Purpose of the post:   

Planning work rosters for NAS Frontline Emergency Staff, NAS West Operations - both rostered and relief.
Key Responsibilities
· Maintain high levels of effectiveness and efficiency by ensuring compliance with Standing Operational Procedures and fostering positive working relationships within the National Ambulance Service.

· Review and manage rolling rosters to ensure 24/7 service continuity and incorporating ongoing training. 
· Ensure compliance with the Organisation of Working Time Act 
· Operate telephone, email, and Group Text systems to fulfil the role requirements.

· Undertake prescribed training (e.g., systems, communications) as necessary to maintain and enhance professional skills.

· Use software applications and other available tools, including CORE initially,  e-Rostering software, teams for the efficient operation of Workforce Planning (WFP).

· Record and maintain duty hours in accordance with Service procedures.

· Maintain and submit records and reports as required by management.

· Complete administrative tasks such as recording and updating staff files.

· Maintain confidentiality of personal data by using non-identifiable alternatives where practicable and restricting access strictly on a need-to-know basis.

· Approve leave requests within defined limits, and other WFP requirements 

· Report to WFP management or other designated personnel as required.
· Any other duties relevant to the Grade as may be required from time to time.

HOW TO APPLY 

Eligible applicants are invited to complete the attached application form and return it to nashr@hse.ie no later than 2:00 pm on Wednesday 3rd September 2025.

Late or incomplete application forms will not be accepted.

At the time of application, candidates must be fully compliant with all relevant HSE mandatory training requirements.

Appointment process

Where there are multiple applicants, a skills match exercise will take place. 
Line managers must bring this notice to the attention of all relevant staff within their

Department, including any staff on leave i.e. Sick, Maternity, Annual, Parental, Carers,
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