


Grade VI Business Support Officer,
                                                                                                                                    
	Job Title and Grade Code
	Grade VI Business Support Officer-Confined Campaign – Grade to Grade
(Grade Code 0574)
 

	Campaign Reference
	NASCCRSVI

	Closing Date
	15:00pm Friday 05th June 2026.

	[bookmark: _Hlk57883635]Location of Post
	NASCCRS, Laurel Unit, Cherryorchard, Dublin 10

	Informal Enquiries
	Mellisa Lunney Business Manager NASCCRs
Email: Mellisa.lunney@hse.ie 
Phone : 087 7176363

	
Details of Service

	The NAS-CCRS (Critical Care Retrieval Service) is a division within the National Ambulance Service dedicated to the provision of critical care and retrieval services for seriously ill patients requiring advanced medical intervention during transfer between healthcare facilities. 

The service has been designed to safely transport critically ill patients – such as those requiring intensive care support from local or regional hospitals to tertiary or specialist facilities.  

NASCCRS operate with highly trained multidisciplinary critical care clinicians to deliver intensive care-level treatment.

Operationally, NASCCRS works in close collaboration with hospitals, emergency departments, intensive care units, and specialist services to prioritise and coordinate transfers based on clinical urgency. 



	Reporting Relationship
	Grade VII Business Manager or other designated manager.

	Key Working Relationship
	· NASCCRS General Manager
· NASCCRS Clinical Director
· NASCCRS Director of Nursing 
· NASCCRS Business Manager
· NASCRRS Medical Workforce Manager
· NASCCRS Clinical Leads & Coordinators
· NAS Finance Team
· NAS Business Support Functions 
· Consumer Affairs 
· Data Protection Office
· Internal Audit 
· State Claims Agency

	
Purpose of the Post 
	The Business Support Manager (Grade VI) will support the Business Manager in the effective day-to-day running of a busy office environment.  The post holder will ensure that administrative, financial, and governance processes, operate efficiently, in line with organisational policies and statutory requirements. 


	Principal Duties and Responsibilities

	The position of Grade VI Business Support Officer encompasses both managerial and administrative responsibilities which include the following:

General Admin
· Ensure the efficient administration of area of responsibility
· Appropriately delegate responsibility and authority
· Ensure deadlines are met and that service levels are maintained
· Support the implementation of service plan and business plan objectives within own area.
· Ensure all general and financial records are readily available
· Manage NASCCRS Freedom of Information requests and reviews (FOI’s), complaints and Garda Vetting processes.
· Preparation of reports and full adherence to reporting deadlines
· 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.
· Promote co-operation and working in harmony with other teams and disciplines
· Ensure decisions are in line with local and national agreements
· Provide administrative support for meetings and attend as required.
· Promote good working practice and uniformity of standards

Customer Service
· Promote and maintain a customer focused environment by ensuring service users / customers are treated with dignity and respect.
· Seek feedback from service users / customers and implement change to incorporate same, in agreement with Line Manager.

Human Resources / Supervision of Staff
· Manage the performance of staff, dealing with underperformance in a timely and constructive manner.
· Ensure an even distribution of workload amongst the team, taking into account absence due to annual leave etc.
· Supervise and ensure the wellbeing of staff within own remit.
· Ensure the availability of timely information in relation to absenteeism and employment numbers.
· Management of SAP system for the office of the RDTT.
· Create and promote a positive working environment among staff members, which contributes to maintaining and enhancing effective working relationships.
· Promote cooperation and working in harmony with other teams and disciplines.
· Conduct regular staff meetings to keep staff informed and to hear views.
· Solve problems and ensure decisions are in line with local and national agreements.
· Identify and agree training and development needs of team and design plan to meet needs.
· Pursue and promote continuous professional development in order to develop management expertise and professional knowledge.
Resource Management
· In consultation with the RDTT’s team, ensure accurate and relevant information is available to the RDTT in respect of annual and monthly budget and expenditure to enable timely monitoring of same.
· Support the RDDT’s team to have information available in a timely and continuous manner, for the RDTT, with respect to performance against planned positions.
· Ensure corrective action is monitored, where appropriate, in consultation with Business Manager and RDTT or nominee.
· Approve and authorise purchase and payment of goods.
· Work with the RDTT and the team to build effective working relationships and business processes across the Region in relation to service planning and performance reporting and monitoring.
Service Delivery and Service Improvement
· Ensure accurate attention to detail in own work and work of team.
· Maintain a good understanding of internal and external factors that can affect service delivery including awareness of local and national issues that impact on own area
· Embrace change and adapt local work practices accordingly by finding practical ways to make policies work, ensuring team knows how to action changes.
· Encourage and support staff through change processes.
· Monitor efficiency of service provided by team, identify and implement changes to the administration of the service where inefficiencies arise.

Standards, Policies, Procedures & Legislation
· Contribute to the development of policies and procedures and ensure consistent adherence to procedures and current standards within area of responsibility.
· Maintain own knowledge of relevant policies, procedures, guidelines and practices to perform the role effectively and to ensure standards are met by own team.
· Maintain own knowledge of relevant regulations and legislation e.g. Financial Regulations, Health & Safety Legislation, Employment Legislation, FOI Acts, GDPR.
· Have a working knowledge of the Health Information and Quality Authority (HIQA) Standards and other standards as they apply to the role for example, Standards for Healthcare, 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.
· Support, promote and actively participate in sustainable energy, water and waste initiatives to create a more sustainable, low carbon and efficient health service.



	[bookmark: _Hlk57884160]Campaign Specific Selection Process 
 



Eligibility/Skills match meeting  
	Confined Campaign
This campaign is confined to staff who are currently employed as a grade VI by the HSE, TUSLA, other statutory health agencies*, or a body which provides services on behalf of the HSE under Section 38 of the Health Act 2004 as per Workplace Relations Commission agreement -161867. 

An eligibility exercise will be carried out based on information supplied in your application form in line with the eligibility and skills criteria of this job specification.  
 
Those successful at the eligibility stage of this process will be called for a Skills Match meeting. 

No panel will be formed as a result of this Confined Campaign Grade to Grade.
 
The HSE is an equal opportunities employer. 



Health
A candidate for and any person holding the office must be fully competent and capable of undertaking the duties attached to the office and be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service. 

Character
Each candidate for and any person holding the office must be of good character.


	Post Specific Requirements

	· Experience of working in a busy office environment which involves interacting with internal and external stakeholders
· Experience of delivering multiple concurrent pieces of work, as relevant to the role
· Experience of managing and supervising a team 

	Other requirements specific to the post
	· Have access to appropriate transport to fulfil the requirements of the role
· A flexible approach to working hours is required to ensure deadlines are met





	[bookmark: _Hlk57880803]Skills, competencies and/or knowledge 

	[bookmark: _Hlk57801610]Professional Knowledge & Experience
· Demonstrates knowledge and experience relevant to the role as per the duties & responsibilities, eligibility criteria and post specific requirements of the role. 
· Maximise the use of ICT and Digital demonstrating excellent computer skills particularly Microsoft Office, Outlook etc.
· Demonstrate the ability to work in line with relevant policies and procedures.
· Demonstrate commitment to developing own professional knowledge and expertise.

Planning and Managing Resources
· Demonstrate the ability to effectively plan and manage own workload and that of others in an effective and methodical manner within strict deadlines, ensuring deadlines are met.
· Prioritises effectively to manage multiple projects concurrently, structuring and re-organising own workload and that of others as needed.
· Demonstrates responsibility and accountability for the timely delivery of agreed objectives. 

Commitment to a Quality Service
· Practices and promotes a strong focus on delivering high quality customer service for internal and external customers and an awareness and appreciation of the service user
· Proactively identifies areas for improvement and develops practical solutions for their implementation.
· Embraces and promotes the change agenda, supporting others through change and effectively seeing it through.
· Demonstrate flexibility and initiative during challenging times and an ability to persevere despite setbacks.

Evaluating Information, Problem Solving & Decision Making 
· Demonstrate numeracy skills, an ability to analyse and evaluate information, considering a range of critical factors in making effective decisions. Recognises when it is appropriate to refer decisions to a higher level of management.
· Demonstrate initiative in the resolution of complex issues / problem solving and proactively develop new proposals and recommend solutions. 
· Ability to make sound decisions with a well-reasoned rationale and to stand by these as appropriate.

Team working 
· Demonstrate an ability to work as part of the team in establishing a shared sense of purpose and unity.
· The ability to work with the team to facilitate high performance, developing clear and realistic objectives.
· Demonstrates leadership, creating a team spirit, leading by example, coaching and supporting individuals to facilitate high performance and staff development.
· Demonstrate a commitment to promoting a culture of involvement and consultation within the team, welcoming contributions from others.

Communications & Interpersonal Skills
· Demonstrate excellent communication and interpersonal skills including the ability to present information in a clear, concise and confident manner (verbally and written).
· Demonstrate the ability to influence people and events and the ability to build and maintain relationships with a variety of stakeholders to assist in performing the role.
· Demonstrate commitment to regular two-way communication across functions and levels, ensuring that messages are clearly understood.


	Campaign Specific Selection Process

Ranking/Shortlisting / Interview
	A ranking and or shortlisting exercise may be carried out on the basis of information supplied in your application form.  The criteria for ranking and or shortlisting are based on the requirements of the post as outlined in the eligibility criteria and skills, competencies and/or knowledge section of this job specification.  Therefore, it is very important that you think about your experience in light of those requirements.  

Failure to include information regarding these requirements may result in you not being called forward to the next stage of the selection process.  

Those successful at the ranking stage of this process (where applied) will be placed on an order of merit and will be called to interview in ‘bands’ depending on the service needs of the organisation.

	Diversity, Equality and Inclusion 

	The HSE is an equal opportunities employer.

Employees of the HSE bring a range of skills, talents, diverse thinking and experience to the organisation. The HSE believes passionately that employing a diverse workforce is central to its success – we aim to develop the workforce of the HSE so that it reflects the diversity of HSE service users and to strengthen it through accommodating and valuing different perspectives. Ultimately this will result in improved service user and employee experience. 

The HSE is committed to creating a positive working environment whereby all employees inclusive of age, civil status, disability, ethnicity and race, family status, gender, membership of the Traveller community, religion and sexual orientation are respected, valued and can reach their full potential. The HSE aims to achieve this through development of an organisational culture where injustice, bias and discrimination are not tolerated. 

The HSE welcomes people with diverse backgrounds and offers a range of supports and resources to staff, such as those who require a reasonable accommodation at work because of a disability or long term health condition. 

Read more about the HSE’s commitment to Diversity, Equality and Inclusion

	The reform programme outlined for the Health Services may impact on this role and as structures change the job specification may be reviewed.

This job specification is a guide to the general range of duties assigned to the post holder. It is intended to be neither definitive nor restrictive and is subject to periodic review with the employee concerned.
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