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Grade VII Senior Recruitment Officer, National Screening Service
Job Specification & Terms and Conditions

	Job Title and Grade
	Grade VII Senior Recruitment Officer, National Screening Service 

(Grade Code: 0582)

	Campaign Reference
	NSS202562

	Closing date
	Tuesday 8th July 2025 at 3pm

	Proposed Interview Date (s)
	TBC

	Taking up Appointment
	 A start date will be indicated at job offer stage. 

	Organisational Area
	National Screening Service (NSS)



	Location of Post
	The post holder will be located in National Screening Service, 200 Parnell St, Dublin 1


	Informal Enquiries
	Janice Benson, HR Manager, National Screening Service

Email: recruitment@screeningservice.ie 

	Details of Service


	The National Screening Service (NSS) delivers four national, population-based screening programmes - for cervical, breast and bowel screening and for detecting sight-threatening retinopathy in people with diabetes. These programmes aim to reduce morbidity and mortality in the population through early detection and treatment across the programmes. Screening programmes internationally and in Ireland are based on a call / re-call system where eligible and non-symptomatic populations are invited to take part and clinical services are provided for the further investigation and treatment of people identified as at risk of having or developing disease.
The benefits of a National Screening Programme are:
· It looks for risk markers of a disease in an apparently healthy population that is at risk of the disease.
· It reduces the incidence of or mortality from a disease in the target population.
· It targets people in a population at risk of the disease who believe themselves to be well (free of the disease being screened for) - they are asymptomatic.
· It avoids unnecessary tests while detecting the presence of the disease as early as possible in its development, to improve the prognosis following diagnosis.
· It enables referral of abnormal or positive screening results for further investigation and treatment if necessary.
The functions of the National Screening Service are as follows:
· To carry out a national breast screening service to improve the opportunity for early diagnosis and treatment of breast cancer in the screened population.
· To carry out a national cervical cancer screening service to reduce the rates of cervical cancer in the population.
· To carry out a national bowel screening service to identify people at risk of bowel cancer and provide assessment and early treatment.

· To carry out a national diabetic retinal screening programme from early diagnosis to primary treatment.
· To advise on the benefits of carrying out other cancer screening programmes where a population health benefit can be demonstrated.
· To implement special measures to promote participation in its programmes by disadvantaged people.

· Advise the wider HSE and other stakeholders on matters relating to screening.


	Key Working Relationships
	Working with the HR Manager, the Senior Recruitment Officer will be responsible for managing all recruitment activities within the NSS such as the implementation of recruitment and selection strategies, talent management and workforce planning.

The Grade VII Senior Recruitment Officer will have key working relationships with the HR team, Programme Managers, Unit Managers, National HR and Health Business Services in delivery of the post specific objectives. 

The proper execution of duties will involve the development of appropriate communication arrangements with key stakeholders both internal and external, including but not limited to:
· NSS Programme Managers

· NSS Clinical Directors

· NSS Function Heads

· HBS Recruit 

· Public Appointments Service

· NSS Finance Department

· Recruitment Agencies

· HSE Strategic and Workforce Planning



	Reporting Relationship
	The post holder will report to the Human Resources Manager, Grade VIII, or other nominated manager.

	Purpose of the Post 


	The position of Grade VII Senior Recruitment Officer will have responsibilities within both the Recruitment Unit and across the broader Human Resources Department, working with the General Manager and other HR colleagues to support and assist in areas of human resource management, staff development and driving forward HR best practice within National Screening Service East.

The post holder will be required to manage the day to day operations within both the Recruitment Unit and associated HR activities, across the broader Human Resources Department. 

The post holder will be responsible for the day to day delivery and operational management of the recruitment services within the National Screening Service. The successful candidate will ensure best practice standards and efficiencies are met and play a key role in providing guidance and support in line with relevant legislation.

The Senior Recruitment Officer will, together with the HR Manager, manage recruitment and talent management projects, workforce planning projects, providing challenge, insight and support to help strategically shape the NSS to deliver an overall NSS recruitment strategy.

	Principal Duties and Responsibilities


	Key Duties and Responsibilities

Recruitment and Selection

· Ensure full compliance and adherence to legislation impacting recruitment processes and ensure that working practices meet legislative needs.

· Ensure the delivery of and advise on all aspects of the recruitment process from role development through to on boarding.

· Leverage relevant advertising resources and apply other relevant candidate marketing strategies in order to attract qualified applicants for key roles.
· Assist in the development and/or review of job specifications to meet service needs.

· Support the delivery of NSS bespoke recruitment campaigns and participate on interview boards as required.

· Ensure that contracts and secondment agreements are issued and managed in line with legislative requirements.

· Ensure that remuneration rates and salary set ups for new appointees are in place as appropriate.

· Ensure that the appropriate induction processes for new staff are identified and implemented as appropriate.

· Provide a pragmatic and consistent advisory service on recruitment, staff terms and conditions and related human resource matters. 

· Work closely with the National Screening Service Finance Manager and relevant external bodies to ensure that funding and budget allocations – in line with Pay & Numbers Strategy – are managed and tracked appropriately.

· Provide monthly reports on activity levels using SAP and other reporting tools. 

Workforce Planning and Talent Management

· Working with programme managers, develop a working knowledge of their programme, strategy and business needs.

· Monitor resource trends within programmes advising on recruitment and retention practice and encouraging the effective utilisation of staffing resources through the proactive use of workforce information.

· Coordinate each programmes inputs into a fully integrated NSS wide workforce plan.

· Develop and implement Recruitment Strategy to achieve NSS Workforce Plan.

· Develop and implement Talent Management Strategy including the Identification of  areas/posts that require succession planning.
· Support the development and implementation of Succession Plans.

Administration

· Ensure the efficient administration of area of responsibility.

· Execute assignments in accordance with agreed plans, budgets and deadlines.

· Ensure deadlines are met and that service levels are maintained.

· Prepare regular reports on the progress of work against the operational plan.

· Provide information to Management in a timely manner.

· Participate in and lead project working groups.

· Contribute to service plans for own area and implement service plan objectives within own area.

· Lead out on training projects as required.

· Make appropriate use of technology to advance the quality and efficiency of service provision.

· Maintain a good understanding of internal and external factors that can affect service delivery including awareness of national and local issues that impact on own area.

· Maintain relationships with key stakeholders to gather support for new initiatives.

· Deliver presentations to groups as required.

· Gather information from a variety of sources to ensure decisions are in line local and national agreements.

· Take minutes at meetings and prepare for circulation following meeting.
· Ensure high standards of administration are achieved, ensuring compliance with Data Protection Acts.
Human Resources / Supervision of Staff

· Provide a line management role to HR and admin staff within sphere of responsibility.

· Supervise and enable other team members to carry out their responsibilities.

· Review the conduct and completion of assignments of other staff in accordance with the operational plan and expected quality standards.
· Create and maintain a positive working environment among staff members, which contributes to maintaining and enhancing effective working relationships.

· Manage the performance of staff, dealing with underperformance in a timely and constructive manner.

· Identify and agree training and development needs of team and design plan to meet needs.

· Promote and maintain a safe working environment for staff, in compliance with Health & Safety requirements and best practice.

· Keep in touch with workloads of staff members to gauge levels of stress and morale in the team.

· Carry out Performance Achievement meetings with direct report(s).
Quality and HR Best Practices

· Keep up-to-date of “best practice” in Human Resources Management and introduce innovations as appropriate.

· Assist in the development, implementation and maintenance of appropriate systems to facilitate effective HR planning and decision-making.

· Regularly audit the activities of the function and initiate changes and improvements designed to strengthen controls and systems.

· Actively participate in the development and implementation of HR policies, procedures and practices.

· Responsible for the implementation and activation of relevant HR Circulars, HR Policies and Procedures and Third Party agreements

· As part of the wider HR team, contribute where required to strategic and operational HR projects and initiatives.

General 

· Have a working knowledge of the Health Information and Quality Authority (HIQA) Standards as they apply to the role for example, Standards for Healthcare, Garda Vetting requirements, National Standards for the Prevention and Control of Healthcare Associated Infections, Hygiene Standards etc. and comply with associated HSE protocols for implementing and maintaining these standards as appropriate to the role.

· To support, promote and actively participate in sustainable energy, water and waste initiatives to create a more sustainable, low carbon and efficient health service.

The above Job Description is not intended to be a comprehensive list of all duties involved and consequently, the post holder may be required to perform other duties as appropriate to the post which may be assigned to him/her from time to time and to contribute to the development of the post while in office.  

	Eligibility Criteria


	· The expression of interest is confined to staff who are currently employed by the HSE, Tusla or other Statutory Health agencies employed at Grade VII level
· Reassignment will be made on a grade-to-grade basis with current terms and conditions applying.
· Candidates should demonstrate their relevant experience as required for the role. 
 

	Post Specific Requirements


	· Experience managing end to end recruitment in the HSE including NCHD and Consultant recruitment.
· Experience of utilising reporting tools to understand and gain insight to diagnose trends.
· Experience of developing and implementing recruitment/talent strategies and workforce planning.

· Knowledge of relevant standards policies, codes of practice and legislation relevant to the role for example CPSA Code of Practice, Posts approval process, Garda Vetting, Work Permits, Data Protection etc.
.

	Skills and competencies 


	Planning & Organising and Delivery of Results

Demonstrate:

· The ability to successfully manage a range of different projects and work activities concurrently,  utilising computer technology effectively and assigning work to others as appropriate to meet strict deadlines.
· The ability to proactively identify areas for improvement and to develop practical solutions for their implementation.
· Experience of managing competing priorities and deadlines, with the ability to analyse and interpret information to make decisions quickly and accurately as required, as relevant to the role.

· The ability to embrace change and adapt local work practices accordingly by finding practical ways to make policies work, ensuring the team knows how to action changes.
· The ability to use resources effectively, challenging processes to improve efficiencies where appropriate.
· Assumes personal responsibility for and delivers on agreed objectives, ensuring all outputs are delivered to a high standard and in an efficient manner.

Building and Maintaining Relationships including Leadership & Teamwork

Demonstrate:

· The ability to build and maintain relationships with colleagues and other stakeholders  including multidisciplinary and administrative teams and to achieve results through collaborative working.
· The ability to work both independently and collaboratively within a dynamic team and multi stakeholder environment.
· Flexibility, adaptability and openness to working effectively in a changing environment.
· The ability to support, supervise, develop and empower staff in changing work practises in a challenging environment within existing resources.  

Evaluating Information, Problem Solving & Decision Making

Demonstrate:

· Excellent analytical, problem solving and decision making skills.
· The ability to quickly grasp and understand complex issues and the impact on service delivery.
· The ability to confidently explain the rationale behind decision when faced with opposition.
· Ability to make sound decisions with a well-reasoned rationale and to stand by these

· Initiative in the resolution of complex issues.
Communication & Interpersonal 

Demonstrate:

· Effective verbal communication skills, delivering complex information clearly, concisely and confidently

· Excellent written communication skills including strong report writing and presentation skills

· A high level of interpersonal and communication skills including negotiation skills, conflict resolution and the ability to build and maintain relationships with a range of stakeholders

Commitment to a Quality Service

Demonstrate:

· Evidence of incorporating the needs of the service user into service delivery 

· Evidence of practicing and promoting a strong focus on delivering high quality customer service for internal and external customers

· Commitment to developing own knowledge and expertise

· Evidence of setting high standards of performance for self and others, ensuring accurate attention to detail and consistent adherence to procedures and current standards within area of responsibility
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