Comhphartiocht Chathalr nia Gaillmhe
Galway City Partnership
an taoide aq casadh
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Galway City Partnership HR Officer

Galway City Partnership is a local and community development company that has worked since 1996
to tackle disadvantage and social exclusion, in the city through, community education and

employment supports.

This role will report directly to the CEO. This is an exciting opportunity to be part of an organisation
supporting communities with community development, social inclusion, employment, education and

health & wellbeing initiatives.

The HR Officer is responsible for overseeing the overall HR functions of the organisation.

Key Responsibilities
= Assist in the recruitment process, including job posting, CV screening, interviews and

maintaining candidate database.

= Prepare and update contracts and addendums for employees in line with their working

hours ensuring all terms and conditions are applied correctly.
= Support and co-ordinate the onboarding process for new hires.
= Review, manage and maintain accurate human resource records for all staff members.
= Assist with the organisation and implementation of training and development initiatives.

®  |n conjunction with appropriate staff manage and maintain the HR locker software system

for all employees.

= Assist with the HR element of payroll processing.



= Provide support in managing employee relations matters and addressing any issues that

may arise including participating in any formal processes.

= Assist in the performance management process, including gathering feedback and

maintaining records.

=  Ensure HR related policies and procedures are up to date in collaboration with CEO,

management and external HR consultancy advisors where required.
= Contribute to the development and implementation of HR policies and procedures.

= Update and issue Employee Handbook as appropriate in collaboration with our external HR

consultancy advisors.

=  Provide guidance, advice and support to the CEO and Management Team to effectively

manage workplace relations.

= Promote staff development through training plans and continuing professional

development (CPD).

=  Promote a culture and working environment which is supporting of the organisation’s

purposes, aims and values.
=  Provide Human Resources reports & assistance to the CEO as required

= Engage in any internal processes as required including Grievance and Disciplinary

Investigations.

= Contribute to other HR -related activities as required.

Person Specification

Qualifications and Experience:

- Relevant qualification in Human Resources

- Minimum of 1 years’ experience working in the area of Human Resources

- Knowledge of HR practices and employment legislation

- Excellent communication, interpersonal and organisational skills

- Ability to handle sensitive information with discretion and maintain confidentiality

- Collaborative team player with a proactive approach and strong problem-solving abilities.



Key Competencies:

= Strong organisation skills, specifically; an ability to plan and work efficiently to establish own
priorities, allocate time and effort accordingly and identify and overcome possible obstacles
to planned achievement.

=  Strong decision-making skills

=  Strong communication and interpersonal skills, specifically; an ability to communicate at all
levels of organisation

= Ability to actively contribute to and enhance the working environment and positively
influence the team culture

= Ability to identify and implement systems of work which promote adherence to regulatory
requirements and organisational processes, policies and procedures

=  Work to ensure that the work environment is positive and supportive and that all staff
members operate in a way that promotes dignity and respect at all times

=  Ability to demonstrate leadership in making difficult or unpopular decisions

GCP Benefits

All GCP benefits are subject to the prevailing policy and associated length of service.

= Hybrid working option after 6 months successful probationary period is possible.
= 27.5days Annual leave increasing to 30 days in 3" year of service

= 1 day discretionary leave for a Wellbeing Day

=  Employee Assistance Programme

=  Staff parking available on rotational basis

This contract is for a full time position of 35 hours per week for a fixed term to 31 December 2027
subject to the continuation of funding, a probationary period will apply. The duration of the post
may be extended, dependent on funding.

The role will be based in Galway City Partnership, 3 The Plaza, Headford Road, Galway.

How to Apply

Selection will involve shortlisting of applicants for interview based on the criteria for this position as
outlined above. A panel may be formed from which similar vacancies may be filed.
Please submit your Curriculum Vitae and Cover Letter by email to recruitment@gcp.ie by 4pm on the

24" September 2026.



Galway City Partnership is an equal opportunities employer.

Oifigeach Acmhainni Daonna Chomhphairtiocht

Chathair na Gaillimhe

Is comhlacht forbartha aitiuil agus pobail é Comhphairtiocht Chathair na Gaillimhe a d'oibrigh 6 1996
chun dul i ngleic le mibhuntaiste agus eisiamh sdisialta sa chathair tri oideachas pobail agus tacaiochtai

fostaiochta.

Tuairisceoidh an rél seo go direach don Phriomhfheidhmeannach. Is deis iontach i seo a bheith mar
chuid d'eagraiocht a thacaionn le pobail le tionscnaimh forbartha pobail, cuimsiu sdisialta,

fostaiochta, oideachais agus sldinte agus folldine.

T4 an tOifigeach Acmhainni Daonna freagrach as maoirseacht a dhéanamh ar fheidhmeanna

foriomlana AD na heagraiochta.

Priomhfhreagrachtai

= Cabhru leis an bprdiseas earcaiochta, lena n-airitear postail poist, scagadh CV, agallaimh

agus bunachar sonrai iarrthoiri a chothabhail.

= Conarthai agus aguisini d'fhostaithe a ullmhud agus a nuashonru de réir a n-uaireanta oibre

ag cinntiu go gcuirtear na téarmai agus na coinniollacha go léir i bhfeidhm i gceart.
= Tacu leis an bprdiseas onboarding d'fhostai nua agus é a chomhordu.

= Taifid chruinne acmhainni daonna a athbhreithniu, a bhainistit agus a chothabhail do gach

ball foirne.
= Cuidiu le tionscnaimh oilitina agus forbartha a eagru agus a chur i bhfeidhm.

= | gcomhar leis an bhfoireann chui, bainistit agus cothabhail an chérais bogearrai

taisceadain AD do gach fostai.

= Cuidiu leis an ngné AD de phraiseail parolla.



Tacaiocht a sholathar i mbainistiu cursai caidrimh fostaithe agus aghaidh a thabhairt ar aon
saincheisteanna a d'fhéadfadh teacht chun cinn, lena n-diritear pairt a ghlacadh in aon

phraisis fhoirmidla.

Cuidiu leis an bprdiseas bainistiochta feidhmiochta, lena n-diritear aiseolas a bhailit agus

taifid a choinneail.

A chinntiu go bhfuil beartais agus ndsanna imeachta a bhaineann le hacmhainni daonna
cothrom le data i gcomhar le POF, bainistiocht agus comhairleoiri comhairleoireachta AD

seachtracha nuair is ga.

Rannchuidiu le forbairt agus cur chun feidhme beartais agus nésanna imeachta Acmhainni

Daonna.

Lamhleabhar Fostaithe a nuashonru agus a eisidint de réir mar is cui i gcomhar lenar

gcomhairleoiri comhairleoireachta AD seachtracha.

Treoir, comhairle agus tacaiocht a sholathar don POF agus don Fhoireann Bainistiochta

chun caidreamh san ionad oibre a bhainistiu go héifeachtach.

Forbairt foirne a chur chun cinn tri phleananna oilidna agus forbairt ghairmiduil leanunach

(FGL).

Cultur agus timpeallacht oibre a chur chun cinn a thacaionn le cuspéiri, aidhmeanna agus

luachanna na heagraiochta.
Tuarascalacha agus cinamh Acmhainni Daonna a chur ar fail don POF de réir mar is ga

Pairt a ghlacadh in aon phrdisis inmhednacha de réir mar is g, lena n-airitear Imscraduithe

Gearain agus Araionachta.

Rannchuidiu le gniomhaiochtai eile a bhaineann le hacmhainni daonna de réir mar is ga.

Sonraiocht an Duine

Cailiochtai agus Taithi:

Cailiocht abhartha in Acmhainni Daonna
Taithi 1 bhliain ar a laghad ag obair i réimse na nAcmhainni Daonna

Eolas ar chleachtais AD agus ar reachtaiocht fostaiochta



- Scileanna cumarsaide, idirphearsanta agus eagruchdin den scoth
- Cumas faisnéis iogair a laimhseail le discréid agus rundacht a choinneail
- Imreoir foirne comhoibrioch le cur chuige réamhghniomhach agus cumais ldidre réitigh

fadhbanna.

Priomhinniulachtai:

= Scileanna ldidre eagraiochta, go sonrach; an cumas pleanail agus oibriu go héifeachtach chun
tosaiochtai féin a bhunu, am agus iarracht a leithdhdileadh da réir agus constaici féideartha a
aithint agus a sharu ar ghndéthachtail phleanailte.

= Scileanna ldidre cinnteoireachta

= Scileanna laidre cumarsdide agus idirphearsanta, go sonrach; cumas cumarsaide a
dhéanamh ag gach leibhéal eagraiochta

=  Cumas cur go gniomhach leis an timpeallacht oibre agus an timpeallacht oibre a fheabhsu
agus tionchar dearfach a imirt ar chultidr na foirne

=  Cumas cdrais oibre a shainaithint agus a chur i bhfeidhm a chuireann cloi le ceanglais rialdla
agus le praisis, beartais agus ndsanna imeachta eagraiochtula chun cinn

=  Obair a dhéanamh chun a chinntit go bhfuil an timpeallacht oibre dearfach agus tacuil agus
go n-oibrionn gach ball foirne ar bhealach a chuireann dinit agus meas chun cinn i gcénai

= Cumas ceannaireacht a léirit i gcinnti deacra né neamhchoitianta a dhéanamh

Sochair GCP

Ta gach sochar GCP faoi réir an pholasai ata i réim agus fad seirbhise gaolmhar.

= |s féidir rogha oibre hibrideach tar éis tréimhse phromhaidh rathuil 6 mhi.
= 27.51a Saoire bhliantuil ag méadu go 30 |3 sa 34 bliain seirbhise

= Saoire lanroghnach 113 do La Follaine

= Clar Cdnaimh d'Fhostaithe

= Paircedil foirne ar fail ar bhonn uainiochta

T4 an conradh seo le haghaidh post l[anaimseartha de 35 uair sa tseachtain ar feadh téarma seasta go
dti an 31 Nollaig 2027 faoi réir leanuint ar aghaidh leis an maoinid, beidh tréimhse phromhaidh i
bhfeidhm. Is féidir fad an phoist a shineadh, ag brath ar mhaoiniu.

Beidh an rél lonnaithe i gComhphairtiocht Chathair na Gaillimhe, 3 The Plaza, Béthar Ath Cinn,
Gaillimh.



Conas larratas a dhéanamh

Is éard a bheidh i gceist leis an roghnl na gearrliosta na n-iarrataséiri le haghaidh agallaimh bunaithe
ar na critéir don phost seo mar ata leagtha amach thuas. D'fhéadfai painéal a bhunu éna bhféadfai
foluntais den chinedl céanna a chomhdud.

Seol do Curriculum Vitae agus do Litir Chumhdaigh tri riomhphost chuig recruitment@gcp.ie faoi 4pm

an 24 Mean Fémhair 2026.

Is fostéir comhdheiseanna i Comhphairtiocht Chathair na Gaillimhe.

Rialtas na hEireann
Government of Ireland
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Co-funded by the

atide for change
European Union government supporting communities et ) eng

The Social Inclusion and Community Activation Programme (SICAP) is co-funded by the Irish Government, through the Department of Rural and Community Development,
and the European Union through the European Social Fund Plus unter the Employment, Inclusion, Skills and Training (EIST) Programme 2021-2027.
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Combhairle Cathrach Leanai agus an Teagh! uch
— na Gaillimhe A

Galway City Council

na Gaillimhe agus Ros Comdin
Galway and Roscommon
Education and Training Board
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