Kildare County Council
Interreg IVA 
PROJECT DEVELOPMENT OFFICER
JOB SPECIFICATION

1.  Position

 The position is whole time, with a 3 year contract period subject to receipt of  

 grant funding.

2. Salary        €33,000
3.  Probation

      After appointment there shall be a 3 month probationary period.

4.  Duties

      Duties are as follows:-

· Preparation and delivery of the Out Door Tourism work packages which are as follows. (a) Fostering business development in out door tourism. (b) Supporting employment opportunities in outdoor tourism. (c) Developing innovative marketing initiatives in out door tourism. (d) Engaging with communities in outdoor activities. Section (d) is being lead by Kildare County Council on behalf of the other 5 partners, 

· associated records and accounts for the Interreg Project. 

· Ensuring compliance with E.U. requirements and official guidelines. 

· Managing and collating information as well as administering to meeting and minute taking. 

· Providing organisation support to and liaising with the 6 project partners.

· Consulting, motivating and liaising with external bodies, i.e. Kildare Failte, Private Sector, Businesses, Chamber of Commerce, Residents Association and Community Sector.
· Provide support to the Project Manager and any other duties so assigned.

· Ensuring systems control and other duties as assigned by the Manager.

5.  Recruitment

      Selection of candidates for appointment shall be by means of an open competitive interview.
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6.  References/Documentary Evidence

      Each candidate will be required to submit as references the names and addresses 

      of three responsible persons to whom he/she is well known but not related. 

      Candidates will be required to submit documentary evidence to the Board in 

      support of their application. 

The Board shall require a person to whom an appointment is offered to take up such appointments         within a period of not more than one month and if they fail to take up the appointment, the Board in   its absolute discretion may determine that it shall not appoint that candidate. 

7.   Residence

  Holders of the office shall reside in the district in which their duties are to be preformed 

  or within a reasonable distance. 

8. Pension

  As per Kildare County Councils policy. 
9.   Character 

  Candidates shall be of good character. 

10. Health

Candidates must be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service and must undergo medical prior to appointment.

11. Education, Experience Requirements etc. 

Candidates shall:-

· Having obtained a Leaving Certificate (or equivalent) have at least 2 years relevant administrative experience.

· Having satisfactory relevant experience, which encompasses the skills/criteria set out below.
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12. Job Criteria

· Candidates shall have a good working knowledge if issues relating to Tourism and Kildare Failte’s. 

· Practical working knowledge and involvement with community groups, 

· committees and agencies active in the area. 

· Demonstrable ability to consult and motivate groups to produce a 

     working synergy for the benefit of the project.

· Financial reporting and record keeping skills. 

· Ability to work with and alongside the Interreg Out Door Tourism Project Management Board. 

· Ability to work with external agencies and peer groups.

· Meetings administration skills and provision of administrative skill to the project manager. 

· Ability to develop and enhance cross border links with Welsh Partners.

· Flexibility of working hours and availability to occasionally travel to Wales.

· Enthusiastic and energetic attitude to work will be essential. 

N.B.         Only candidates who fit all of the above criteria as per C.V. will be 

called for interview.

13. Driving Licence 

The Successful applicant will be required to hold a valid licence and provide their 

own means of transport for attendance at meetings and other events. 

14. Hours of Work

The hours of work will be form 9.00 a.m. to 5.00 p.m., Mondays to Fridays with 

flexibility when required.  You may be required to work overtime (or time in lieu) 

from time to time. 
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PARTNERS, Kilkenny Leader Partnership, Dun Laghoaire Rathdown Council, Gwynedd County Council, North Wales Outdoor Partnership, and lead partner is Conwy County Council. 
Year 1 Objectives 
To develop 1 Cross –border business need analysis for 30 businesses

· To organise 1 Cross-border workshops to develop common methodology

· To develop 1 Methodology guidance
· To prepare 2 lists of 15 business selected and 5 from Kildare.

· To organise 2 Consultation with businesses 

· To ensure 1 Evaluation of the of the consultation with businesses
To prepare 1 Cross-border accredited outdoor instructor apprentice scheme

· To organise 2 Cross-border workshops to investigate approaches 

· To develop 1 Cross-border accredited outdoor instructors apprentice programme

· To ensure 1 Recruitment of trainees

· To prepare 1 evaluation methodology for the cross-border programme

To organise 1 cross-border evaluation of the outdoor tourism potential

· To launch a 1 Call to tender to recruit a consultancy

· To carry out 1 Study on the outdoor tourism potential in an international context 

To ensure social inclusion

· To carry out 1 Equality impact assessment

· To carry out 1 Sustainable impact assessment

To encourage community interest 

· To organise 4 taster sessions 

· To organise 6 development programmes

To support community participation

· To organise 5 Tourism awareness workshops

· To develop 1 Citizen charter

Year 1 Outputs
D2.1 -1 Cross-border workshop: 1 KLP
D2.2 – 1 Methodology guidance: 1 KLP
D2.3 – 2 Lists of 15 businesses: 1 KLP, 1 CCBC
D2.4 – 2 Consultations with businesses: 1 KLP, 1 CCBC

D2.5 – 1 Evaluation of the consultation with businesses: 1 KLP
D3.1 – 2 Cross-border workshops to investigate approaches: 2 NWOP

D3.2 – 2 Cross-border accredited outdoor instructors apprentice programme: 1 NWOP
D3.3 – 1 Recruitment of trainees: 1 NWOP

D4.1 – 1 Call for tender: 1 DLRCC 

D4.2 – 1 Study on the outdoor tourism potential in an international context: 1 DLRCC

D5.1 – 1 Call for tender: 1 KCC

D5.2 – 1 Equality impact assessment: 1 KCC 

D5.3 – 1 Call for tender: 1 KCC  
D5.4 – 1 Sustainable impact assessment: 1 KCC

D5.5 – 4 Taster Sessions: 1 KLP, 1 NWOP, 1KCC, 1 DLCC

D5.6 – 6 Development programmes: 1 KLP, 1 NWOP, 1 KCC, 1 GCC, 1 DLRCC, and 1 CCBC

D5.7 – 6 Coaching programmes: 1 KLP, 1 NWOP, 1 KCC, 1 GCC, 1 DLRCC, and 1 CCBC

D5.8 – 5 Tourism awareness workshops: 1 KLP, 1 CCBC, 1 KCC, 1 DLRCC, GCC

D5.9 – 1 Citizen Charter: 1 KCC
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Year 1 Controls / Monitoring

D1.1 – 2 Project Board and Project Steering Committee meetings: 1 CCBC, 1 KLP
D1.2 – 6 Project Management Team meetings: 6 CCBC

D1.3 – 1 Risk Analysis: 1 CCBC

D1.4 – 2 Progress Reports: 2 CCBC

D1.5 – 2 Financial reports: 2 CCBC

D1.6 – 1 Payment distribution: 1 CCBC

D1.7 – 1 Audit Guideline: 1 CCBC

D1.8 – 1 Call for tender for external evaluator: 1 CCBC

D1.9 – 1 External evaluation report: 1 CCBC

Year 2 Objectives 

To start 1 cross-border business scheme for 30 businesses

· To organise 4 training courses
· To organise 2 cross-border thematic seminars

To start implementing the 18-months cross-border accredited outdoor instructor apprentice scheme for 40 people

· To deliver the first 12 months of the apprentice programme

To start supporting the development of 1 multi-location packages 
· To facilitate 2 networking opportunities for tour operators
To ensure joint marketing activities 
· To develop 1 joint marketing strategy
· To develop I set of joint promotional tools
To encourage community interest

· To organise 6 taster sessions
· To organise 6 development programmes 
To support community participation

· To organise 5 tourism awareness workshops 
Year 2 Outputs 

D2.7 – 4 Training courses: 2 CCBC, 2 KLP
D2.8 – 2 Cross-border thematic seminars: 1 CCBC, 1 KLP

D4.3 – 2 Networking facilities for tourism operators as part of D2.7 2 

D3.4 – 1 Training delivery (first 12 month): NWOP

D4.5 – 1 Joint marketing strategy: 1 DLRCC

D4.6 – 1 Set up Joint promotional tools: 1 DLRCC
D5.5 – 4 Taster Sessions: 1 KLP, 1 NWOP, 1KCC, 1 DLCC

D5.6 – 6 Development programmes: 1 KLP, 1 NWOP, 1 KCC, 1 GCC, 1 DLRCC, and 1 CCBC

D5.7 – 6 Coaching programmes: 1 KLP, 1 NWOP, 1 KCC, 1 GCC, 1 DLRCC, and 1 CCBC

D5.8 – 5 Tourism awareness workshops: 1 KLP, 1 CCBC, 1 KCC, 1 DLRCC, GCC

[image: image5.jpg]Ireland’s EU Structural Funds
Programmes 2007 - 2013

SOUTHERN & EASTERN
Regional Assembly

Promoting Our Region Co-funded by the Irish Government

and the European Union

IRELAND WALES
2007 -2013

EUROPEAN REGIONAL
DEVELOPMENT FUND





Year 2 Controls / Monitoring
D1.1 – 2 Project Board and Project Steering Committee meetings: 1 CCBC, 1 KLP

D1.2 – 6 Project Management Team meetings: 6 CCBC

D1.3 – 1 Risk Analysis: 1 CCBC

D1.4 – 2 Progress Reports: 2 CCBC

D1.5 – 2 Financial reports: 2 CCBC

D1.6 – 2 Payment distributions: 1 CCBC

D1.9 – 1 External evaluation report: 1 CCBC

Year 3 Objectives

To finish 1 cross-border business scheme for 30 businesses

· To organise 4 training courses

· To organise 2 cross-border thematic seminars

To finish implementing the 18-months cross-border accredited outdoor instructor apprentice scheme for 40 people

· To deliver the first 12 months of the apprentice programme

To finish supporting the development of 1 multi-location packages 

· To facilitate 2 networking opportunities for tour operators
· To  provide 1 sample multi-location package

To ensure joint marketing activities 
· To develop 1 joint marketing strategy
· To develop I set of joint promotional tools
To encourage community interest

· To organise 6 taster sessions
· To organise 6 development programmes 
To support community participation

· To organise 5 tourism awareness workshops
Year 3 Outputs

D2.7 – 4 Training courses: 2 CCBC, 2 KLP

D2.8 – 2 Cross-border thematic seminars: 1 CCBC, 1 KLP

D3.4 – 1 Training delivery (last 6 months):1 NWOP
D3.5 – 1 Award ceremony: 1 NWOP

D3.6 – 1 Apprentice programme evaluation report: 1 NWOP

D4.3 – 2 Networking facilities for tourism operators as part of D2.7 2
D4.4 – 1 Sample multi-location package: 1 DLRCC
D4.7 – 1 Joint promotional representation: 1 DLRCC
D5.5 – 4 Taster Sessions: 1 KLP, 1 NWOP, 1 KCC, 1 DLCC

D5.6 – 6 Development programmes: 1 KLP, 1 NWOP, 1 KCC, 1 GCC, 1 DLRCC, and 1 CCBC

D5.7 – 6 Coaching programmes: 1 KLP, 1 NWOP, 1 KCC, 1 GCC, 1 DLRCC, and 1 CCBC

D5.8 – 5 Tourism awareness workshops: 1 KLP, 1 CCBC, 1 KCC, 1 DLRCC, GCC
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Year 3 Controls / Monitoring

D1.1 – 2 Project Board and Project Steering Committee meetings: 1 CCBC, 1 KLP

D1.2 – 6 Project Management Team meetings: 6 CCBC

D1.3 – 1 Risk Analysis: 1 CCBC

D1.4 – 2 Progress Reports: 2 CCBC

D1.5 – 2 Financial reports: 2 CCBC

D1.6 – 3 Payment distribution: 1 CCBC

D1.9 – 1 External evaluation report: 1 CCBC

D1.10 – I Exit Strategy: 1 CCBC
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OUTDOOR TOURISM


Job Specification.








