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INFORMATION BOOKLET 

Transport Infrastructure Ireland is holding a competition for the appointment 

to the position of  

MetroLink Business Support Manager 

Closing date: 25th July 2025 

 

 

PLEASE READ CAREFULLY 

 

GDPR Privacy Statement is appended to the back of the booklet 

 

Transport Infrastructure Ireland is committed to a policy of equal opportunity. 

 

Contact: TII Human Resources Department  
TII, Parkgate Business Centre, Parkgate Street, Dublin 8, D08 DK10 

Telephone Number: (353) 1 646 3600 

Email: Metrolinkjobs@tii.ie 
URL: www.tii.ie 
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General 

Transport Infrastructure Ireland (TII) was set up to deliver and operate safe and efficient light rail and 

national road networks.  TII’s mission is to deliver transport infrastructure and services that contribute 

to the quality of life of the people of Ireland and support the country’s economic growth. 

TII’s ability to deliver and operate light rail and roads networks efficiently is recognised, as evidenced 

by the portfolio of National Development Plan (NDP) 2021–2030 investments entrusted to TII and its 

partners to deliver.  

 

Under the NDP there are three areas under the remit of TII which identify key priorities: 

 

1) Investment in public transport infrastructure to be delivered on behalf of the National 

Transport Authority (NTA) in line with the Transport Strategy for the Greater Dublin Area 

2022-2042. This Strategy commits to the undertaking of appraisal, planning and design of Luas 

network expansion to Bray, Finglas, Lucan and Poolbeg. Importantly, the Plan also sets out a 

firm commitment to deliver a metro rail system known as MetroLink that will run from Swords 

to Charlemont, connecting Dublin Airport with the city centre and providing interchanges with 

other public transport services including Iarnród Eireann at Glasnevin, the DART at Tara Street 

and Luas at O’Connell Street and Charlemont. TII also delivers light railway infrastructure 

being planned in other cities. Currently TII is working in partnership with the NTA on the 

planning and design of Cork Light Rail Transit. 

 

2) Investment in national roads, active travel and Greenway infrastructure will be delivered in 
accordance with the guiding principles of the Department of Transport, National Investment 
Framework for Transport in Ireland and the Strategy for Future Development of National and 
Regional Greenways.   The major roads, active travel and Greenways projects to be delivered 
and funding provisions are set out in the NDP 2021 to 2030. TII also has a new function for the 
delivery of zero and low emission vehicle infrastructure (ZEVI) under the Road Traffic and 
Roads Act 2023. 
 

3) Investment in asset management, maintenance and renewal expenditure will need to 

increase over the lifetime of the NDP to meet the required investment levels for the current 

transport network and for new projects as they come into service.  

 

TII’s ambitious plans for infrastructural delivery will drive Ireland’s long term economic, environmental 

and social progress across all parts of the country over the next decade. The NDP, which is aligned 

with the delivery of the objectives of the National Planning Framework (NPF), sets out a roadmap and 

the level of investment which will underpin the NPF and drive its implementation over the next ten 

years. 

 

To find out more about TII visit www.tii.ie. 

 

 

 

http://www.tii.ie/
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MetroLink Programme 

MetroLink is a transformative piece of public transport infrastructure and will be Dublin’s first 

metro railway. The system will offer a high-capacity, high-frequency metro railway with 16 new 

stations from Swords to Charlemont. It will interlink with multiple transport networks, including 

Dublin Airport, Irish Rail, DART, Dublin Bus, and Luas, promoting a seamlessly integrated transport 

experience for the Greater Dublin Area.  

The majority of its 19km route is underground, marking a paradigm shift for Irish public transport. 

Upon launch, MetroLink will provide trains every three minutes during peak times, with expected 

annual passenger numbers of 53 million, providing unprecedented convenience of travel to 

passengers. 

 

MetroLink Business Support Manager 

 

Job Details 

Title of Role: Business Support Manager Grade: Higher Executive Officer 

Directorate: MetroLink 

Nature of 

Employment: 

This is a fixed purpose contract until 3 months post commencement of 

passenger services on MetroLink. 

 

No of roles: 1 

Function: Digital & Services 

Workstream: Business Support Services  

Reports to: Head of Digital and Services 

Work Location: 

The successful candidate will be based in TII Offices on Parkgate Street, 

Dublin 8, or such other place as determined by TII. There is a requirement to 

be based on site 5 days per week. 

 

Job Description 

The Business Support Manager is responsible for providing administrative support in relation to all 

office management activities across MetroLink. The role holder is essential to the smooth operation 

of MetroLink offices, providing administrative, logistical and operational assistance across the various 

functions. The Business Support Manager manages schedules, coordinates meetings and maintains 

records, supports internal communications, ensuring that day to day business activities run 

efficiently. The role holder is a central point of contact among teams, helping to streamline 

processes, improve productivity and support project delivery. 
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Principal Accountabilities 

• Manage and coordinate the workload of the Business Support Function including the 3 
Executive Assistants to ensure efficient operations. 

• Coordinate cover between Executive Assistants as required  

• Contribute to process improvements, and establish, implement and maintain new processes 
to support the efficient management of the MetroLink office 

• Oversee the Metrolink office operations, the management of all queries and logistics in 

relation to the physical office environment including allocation of furniture, lockers, office 

spaces, kitchen facilities etc. and liaise with TII Facilities department as required. 
• Provide administrative support including scheduling meetings, managing calendars, and 

preparing documentation as required. 

• Assist in the coordination of internal and external communications. 

• Maintain accurate records, databases, and filing systems. 

• Monitor and maintain office supplies and stationery and coordinate procurement as needed. 

• Manage the interface with TII Corporate Facilities and architects regarding any office works 

and oversee the implementation of any changes to the physical office environment. 

• Organise the logistics for stakeholder meetings and project events, including bookings and 

payment processing 

• Prepare reports, presentations, and correspondence as required. 

• Promote an equitable, inclusive and collaborative workplace. 

• Perform additional tasks, activities or other duties as may be required or assigned as part of 

the role. 
 

All the divisions within TII have inter-dependent responsibilities and close cooperation, collaboration 
and teamwork are required across the whole organisation to meet tight deadlines. 

 

 

ESSENTIAL REQUIREMENTS 

Character 

Each candidate must be of good character.   

Health 

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

 

 

 

 



 

TII Information Booklet - MetroLink Business Support Manager – July 2025 

Experience, Skills and Qualifications 

The successful candidate will be required to demonstrate the key competencies for a Higher 

Executive Officer position as outlined in Appendix 1, as well as the following job-specific 

requirements: 
 
Experience 

 

• 5 years' experience in a similar business support role.  

• Prior office-based clerical, secretarial or commercial experience required 

• Proficiency in managing records, maintaining files, and handling correspondence is essential 

Experience providing support to senior members of staff.  

• Experience demonstrating strong analytical and organisational skills.  

• Experience working in a dynamic environment. 

• Experience in supervising and motivating a team 

 
Skills 

 

• Excellent verbal and written communication skills to facilitate clear and consistent dialogue 

between all parties involved. 

• Strong collaboration skills to work effectively with multidisciplinary teams and ensure 

cohesive project delivery. 

• Flexibility to adapt to changing project requirements and environments. 

• Ability to identify and resolve issues effectively. 

• Strong interpersonal skills with the ability to influence and relate to individuals and groups – 

both technical and non-technical. 

• Outgoing, self-motivated, and able to self-manage. 

• Driven with a focus on achieving goals and seeing them through. 

• Ability to imagine and develop innovative initiatives for team cohesion. 

• Strong analytical and organizational skills. 

• Strong time management abilities 

Formal Education Qualifications 

• Third Level Qualification (NFQ Level 7) degree in business administration, project 
management or an equivalent degree is desirable 
  

Practicing / Training / Compliance Certification Professional Memberships 

• N/A • N/A 

 

 

 



 

TII Information Booklet - MetroLink Business Support Manager – July 2025 

Note: 

In order to assure the shortlisting panel that you satisfy these requirements you must explicitly 
reference how you meet the requirements in your application. Failure to demonstrate these may 
prevent your application progressing to future shortlisting stages. 
Candidates who come under consideration following the final selection stage will be required to 
provide documentary evidence of their eligibility, including qualifications and evidence of fluency in 
the English language. 

 
Candidates who are unable to show that they hold the required qualifications may be withdrawn 

from the competition at any stage.  An invitation to interview or any element of the selection 

process is not acceptance of eligibility. 

Key Competencies for effective performance at Higher Executive Officer level have been outlined in 

Appendix A. 

PRINCIPAL CONDITIONS OF SERVICE 

The scale of pay for Higher Executive Officer as of 1 March 2025 is as follows: 

 

Personal Pension Contribution (PPC) Pay Scale: 

€58,264 - €73,378 - personal pension contribution (PPC) rate.  This salary is payable to an individual 

who is required to make a personal pension contribution (PPC) to their main pension (in general 

those persons whose initial appointment to the Public Service is on or after 6th April 1995).  

 

Non PPC Scale: 

€55,492 to €69,815 - non personal pension contribution (non-PPC) rate. This salary is payable to an 

individual who is not required to make a personal pension contribution (PPC) to their main pension 

scheme. 

 

No t e: 

• Entry salary will be at the minimum point of the scale and will not be subject to negotiation 

• Different pay and conditions may apply if, immediately prior to appointment, the appointee is 

already a serving Civil Servant or Public Servant 

• The rate of remuneration may be adjusted from time to time in line with Government pay policy. 

 

Tenure    

This is a fixed purpose contract until 3 months post commencement of passenger services on 

MetroLink. 

 

Annual Leave 

The appointee will be entitled to 29 days annual leave a year, rising to 30 after 5 years. This leave 

is exclusive of public holidays. 

 

Superannuation and Retirement 

The successful candidate will be offered the appropriate superannuation terms and conditions as 

prevailing in the Civil Service at the time of being offered an appointment.  In general, an appointee 

who has never worked in the Public Service will be offered appointment based on membership of the 
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Single Public Service Pension Scheme (“Single Scheme”). Full details of the Scheme are at 

www.singlepensionscheme.gov.ie 

 

Where the appointee has worked in a pensionable (non-Single Scheme terms) public service job 

in the 26 weeks prior to appointment or is currently on a career break or special leave with/without 

pay different terms may apply. The pension entitlement of such appointees will be established in the 

context of their public service employment history. 

 

Key provisions attaching to membership of the Single Scheme are as follows: 

• Pensionable Age: The minimum age at which pension is payable is 66  

• Retirement Age: Scheme members must retire on reaching the age of 70. 

• Career average earnings are used to calculate benefits (a pension and lump sum amount accrue 

each year and are up rated each year by reference to CPI). 

• Post retirement pension increases are linked to CPI. 

 

Pension Abatement 

If the appointee has previously been employed in the Civil or Public Service and is in receipt of a 

pension from the Civil or Public Service or where a Civil/Public Service pension comes into payment 

during his/her re-employment that pension will be subject to abatement in accordance with the 

Public Service Pensions (Single Scheme and Other Provisions) Act 2012, (the 2012 Act). Please note:  

In applying for this position you are acknowledging that you understand that the abatement 

provisions, where relevant, will apply.  It is not envisaged  that  the  employing  Department/Office 

will  support  an application for  an abatement waiver in respect of appointments to this position. 

 

However, if the appointee was previously employed in the Civil or Public Service and awarded a 

pension under voluntary early retirement arrangements (other than the Incentivised Scheme of Early 

Retirement (ISER), the Department of Health Circular7/2010   VER/VRS   or   the   Department   of   

Environment,   Community   &   Local Government Circular letter LG(P) 06/2013  which, renders a 

person ineligible for the competition) the entitlement to that pension will cease with effect from 

the date of reappointment. Special arrangements may, however, be made for the reckoning of 

previous service given by the appointee for the purpose of any future superannuation award for which 

the appointee may be eligible. 

 

Department of Education and Skills Early Retirement Scheme for Teachers Circular 102/2007 

The Department of Education and Skills introduced an Early Retirement Scheme for Teachers. It is a 

condition of the Early Retirement Scheme that with the exception of the situations set out in 

paragraphs 10.2 and 10.3 of the relevant circular documentation, and with those exceptions only, if a 

teacher accepts early retirement under Strands 1, 2 or 3 of this scheme and is subsequently employed 

in any capacity in any area of the public sector, payment of pension to that person under the scheme 

will immediately cease. Pension payments will, however, be resumed on the ceasing of such 

employment or on the person's 60th birthday, whichever is the later, but on resumption, the pension 

will be based on the person's actual reckonable service as a teacher (i.e. the added years previously 

granted will not be taken into account in the calculation of the pension payment). 

 

 

http://www.singlepensionscheme.gov.ie/
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Ill-Health Retirement 

Please note that where an individual has retired from a Civil/Public Service body on the grounds of ill-

health his/her pension from that employment may be subject to review in accordance with the rules 

of ill-health retirement within the pension scheme of that employment. 

 

Pension Accrual 

A 40-year limit on total service that can be counted towards pension where a person has been a member 

of more than one pre-existing public service pension scheme (i.e. non-Single Scheme) as per the 2012 

Act shall apply. This 40-year limit is provided for in the Public Service Pensions (Single Scheme and 

other Provisions) Act 2012. This may have implications for any appointee who has acquired pension 

rights in a previous public service employment. 

 

Additional Superannuation Contribution 

This appointment is subject to the Additional Superannuation Contribution (ASC) in accordance 

with the Public Service Pay and Pensions Act 2017. 

 

 

Eligibility and Certain Restrictions on Eligibility to Compete 

Candidates should note that eligibility to compete is conditional upon candidates, where applicable, 

having the necessary requisite work permits/visas/permissions to enable them to work legally in this 

country.  

 

Appointments from panels 

It is envisaged that a panel of qualified individuals will be established from which vacancies for this 

position may be filled within 12 months from date of appointment to panel. Qualification and 

placement on a panel is not a guarantee of appointment to a position. Please note that once an offer 

of appointment has been accepted a candidate will be removed from the panel and no further offers 

of appointment will be made. 

 

Incentivised Scheme for Early Retirement (ISER) 

It is a condition of the Incentivised Scheme for Early Retirement (ISER) as set out in Department of 

Finance Circular 12/09 that retirees, under that Scheme, are debarred from applying for another 

position in the same employment or the same sector. Therefore, such retirees may not apply for this 

position. 

 

Department of Health and Children Circular (7/2010) 

The Department of Health Circular 7/2010 dated 1 November 2010 introduced a Targeted Voluntary 

Early Retirement (VER) Scheme and Voluntary Redundancy Schemes (VRS).  It is a condition of the 

VER scheme that persons availing of the scheme will not be eligible for re-employment in the public 

health sector or in the wider Public Service or in a body wholly or mainly funded from public moneys. 

The same prohibition on re-employment applies under the VRS, except that the prohibition is for a 

period of 7 years. People who availed of the VER scheme are not eligible to compete in this 

competition. People who availed of the VRS scheme and who may be successful in this competition 

will have to prove their eligibility (expiry of period of non-eligibility). 
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Department of Environment, Community & Local Government (Circular Letter LG(P) 

06/2013) 

The Department of Environment, Community & Local Government Circular Letter LG(P) 06/2013 

introduced a Voluntary Redundancy Scheme for Local Authorities.  In accordance with the terms 

of the  Collective  Agreement:  Redundancy  Payments  to  Public  Servants  dated  28  June  2012  as 

detailed above, it is a specific condition of that VER Scheme that persons will not be eligible for 

re- employment in any Public Service body [as defined by the Financial Emergency Measures in 

the Public Interest Acts 2009 – 2011 and the Public Service Pensions (Single Scheme and 

Other Provisions) Act 2012] for a period of 2 years from their date of departure under this Scheme. 

These conditions also apply in the case of engagement/employment on a contract for service basis 

(either as a contractor or as an employee of a contractor). 

 

 

Collective Agreement: Redundancy Payments to Public Servants 

The Department of Public Expenditure and Reform letter dated 28th June 2012 to Personnel Officers 

introduced, with effect from 1st June 2012, a Collective Agreement which had been reached between 

the Department of Public Expenditure and Reform and the Public Services Committee of the ICTU in 

relation to ex-gratia Redundancy Payments to Public Servants. It is a condition of the Collective 

Agreement that persons availing of the agreement will not be eligible for re-employment in the Public 

Service by any Public Service body (as defined by the Financial Emergency Measures in the Public 

Interest Acts 2009 – 2011) for a period of 2 years from termination of the employment. People who 

availed of this scheme and who may be successful in this competition will have to prove their eligibility 

(expiry of period of non-eligibility). 

 

Declaration 

Applicants will be required to declare whether they have previously availed of a public service 

scheme of incentivised early retirement. Applicants will also be required to declare any entitlements 

to a Public Service pension benefit (in payment or preserved) from any other Public Service 

employment and/or where they have received a payment-in-lieu in respect of service in any Public 

Service employment. 

 

The above represents the principal conditions of service and is not intended to be the 

comprehensive list of all terms and conditions of employment which will be set out in the 

employment contract to be agreed with the successful candidate. 

 

APPLICATION & SELECTION PROCESS 

 

How to Apply 

Please submit the 3 documents as set out below to Metrolinkjobs@tii.ie.  

 

a) A short cover letter/ personal statement (i.e. no more than 2 pages) outlining why you wish to 

be considered for the post and where you believe your skills and experience meet the 

requirements for the position. 

b) A comprehensive CV, detailed as relevant to the position (no longer than 3 pages). 

c) A fully completed Key Achievements Form (attached). 

mailto:Metrolinkjobs@tii.ie
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We request that all three documents are submitted in a single word document or PDF where 

possible.  

 

Please note that omission of any or part of the 3 requested documents, as set out above, will render 

the application incomplete. Incomplete applications will not be considered for the next stage of the 

selection process. 

 

Requests for Reasonable Accommodations 

TII, in line with the Employment Equality Acts 1998-2015, will ensure that it does all that is reasonable 

to accommodate the needs of a person who has a disability and will ensure that its services are 

accessible across the range of disabilities. 

 

If you require reasonable accommodations made, please indicate this during the application process 

by email Metrolinkjobs@tii.ie. If selected for interview, any requests for reasonable accommodation 

need to be accompanied by a medical/psychologist’s report, the purpose of which is to provide TII 

with information necessary to make the decision on reasonable accommodation as promptly as 

possible. TII will consider each request on a case by case basis.  

All information provided will be treated as strictly confidential.  

 

Requests for Documentation/Information in an Alternative Format 

All documents/information related to the application process is available in an alternative format. You 

can make a request for documents/information in an alternative format by emailing 

Metrolinkjobs@tii.ie 

 

Please provide the following details when making a request: 

• Name, address, contact details 

• Details of document/information being requested 

• The information format sought 

 

All requests will be acknowledged within 3 working days of receipt and will be dealt with within 10 

working days. Where a delay in providing the requested information occurs, TII will confirm the new 

date the person can expect to receive the information. If TII is unable to provide the requested 

information, the reason will be explained fully in writing to the person making the request. 

 

Closing Date 

The closing date and time for applications is strictly on 25th July 2025. Applications received after the 

specified deadline cannot be accepted.  

 

If you do not receive an acknowledgement of receipt of your application within 2 working days of 

applying, please email Metrolinkjobs@tii.ie.  

 

Selection Methods 

TII will convene an expert board to carry out the competitive stages of the selection process to the 

highest standards of best practice. The approach employed may include: 

mailto:Metrolinkjobs@tii.ie
mailto:Metrolinkjobs@tii.ie
mailto:Metrolinkjobs@tii.ie
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• Shortlisting of candidates on the basis of the information contained in  

 their application 

• A competitive, competency focused, interview 

• A second-round interview  

• Presentation/work sample/role play/media exercise, and any other tests or exercises that may 

be deemed appropriate; and 

• Reference and online checks. 

 

Shortlisting 

Normally the number of applications received for a position exceeds that required to fill the position. 

While you may meet the eligibility requirements of the competition, if the numbers applying for the 

position are such that it would not be practical to interview everyone, TII may decide that a smaller 

number only will be called to interview. In this respect, TII provides for the employment of a short-

listing process to select a group for interview who, based on an examination of the documents 

provided by you, appear to be the most suitable for the position.  

 

This is not to suggest that other candidates are necessarily unsuitable, or incapable of undertaking the 

job, rather that there are some candidates who are, prima facie, better qualified and/or have more 

relevant experience. 

 

During any short-listing exercise that may be employed, TII is guided by an interview board who 

examine the applications and assess them against pre- determined criteria based on the 

requirements of the position. It is therefore in your own interest to provide a detailed and accurate 

account of your qualifications/ experience on your application. 

 

Prior to recommending any candidate for appointment to this position TII will make all such enquiries 

that are deemed necessary to determine the suitability of that candidate.  Until all stages of the 

recruitment process have been fully completed a final determination cannot be made nor can it be 

deemed or inferred that such a determination has been made. 

 

Interviews 

The onus is on each applicant to ensure that she/he is in receipt of all communications from TII. 

Candidates should make themselves available on the date(s) specified by TII and should make sure 

that their contact details specified on their application are correct. TII will not be responsible for 

refunding any expenses incurred by candidates for attendance at interview. 

 

Candidates’ Rights – Review Procedures in relation to the Selection Process 

TII will consider requests for review in accordance with its Recruitment & Selection Policy.  

 

References  

TII would appreciate it if you would start considering names of people who you feel would be suitable 

referees (1 - 2 names and contact details). The referees listed do not have to include your current 

employer but should be in a position to provide a work reference for you. Please be assured that TII 

will only collect the details and contact your referees should you come under consideration at 

interview stage. 
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The admission of a person to a competition, or invitation to attend interview, or a successful result 

letter, is not to be taken as implying that TII is satisfied that such a person fulfils the requirements or 

is not disqualified by law from holding the position. 

 

Should the person recommended for appointment decline, or having accepted it, relinquish it, TII may 

at its discretion, select and recommend another person for appointment from the panel on the results 

of this selection process.   

 

Deeming of candidature to be withdrawn 

Candidates who do not attend for interview or other test when and where required by TII, or who do 

not, when requested, furnish such evidence as TII require in regard to any matter relevant to their 

candidature, will have no further claim to consideration. 
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Appendix A 

Key Competencies for Higher Executive Officer 

 

Team Leadership  

• Works with the team to facilitate high performance, developing clear and realistic 

objectives and addressing and performance issues if they arise 

• Provides clear information and advice as to what is required of the team 

• Strives to develop and implement new ways of working effectively to meet 

objectives 

• Leads the team by example, coaching and supporting individuals as required 

• Places high importance on staff development, training and maximising skills & 

capacity of team. 

• Is flexible and willing to adapt, positively contributing to the implementation of 

change. 

Analysis & Decision Making  

• Gathers and analyses information from relevant sources, whether financial, 

numerical or otherwise weighing up 

• a range of critical factors 

• Takes account of any broader issues and related implications when making 

decisions 

• Uses previous knowledge and experience in order to guide decisions 

• Makes sound decisions with a well-reasoned rationale and stands by these 

• Puts forward solutions to address problems 

Management & Delivery of Results 

• Takes responsibility and is accountable for the delivery of agreed objectives 

• Successfully manages a range of different projects and work activities at the same 

time 

• Structures and organises their own and others work effectively 

• Is logical and pragmatic in approach, delivering the best possible results with the 

resources available 

• Delegates work effectively, providing clear information and evidence as to what is 

required 

• Proactively identifies areas for improvement and develops practical suggestions 

for their implementation 

• Demonstrates enthusiasm for new developments/changing work practices and 

strives to implement these changes effectively. 

• Applies appropriate systems/ processes to enable quality checking of all activities 

and outputs 



 

TII Information Booklet - MetroLink Business Support Manager – July 2025 

• Practices and promotes a strong focus on delivering high quality customer service, 

for internal and external customers. 

 

Interpersonal & Communication Skills 

• Builds and maintains contact with colleagues and other stakeholders to assist in 

performing role 

• Acts as an effective link between staff and senior management 

• Encourages open and constructive discussions around work issues 

• Projects conviction, gaining buy-in by outlining relevant information and selling the 

benefits 

• Treats others with diplomacy, tact, courtesy and respect, even in challenging 

circumstances 

• Presents information clearly, concisely and confidently when speaking and in writing. 

Specialist Knowledge, Expertise and Self-Development 

• Has a clear understanding of the roles, objectives and targets of self and team and how 

they fit into the work of the unit and Department/ Organisation and effectively 

communicates this to others 

• Has high levels of expertise and broad Public Sector knowledge relevant to his/her area of 

work 

• Focuses on self-development, striving to improve performance 

Drive & Commitment to Public Service values 

• Strives to perform at a high level, investing significant energy to achieve agreed objectives 

• Demonstrates resilience in the face of challenging circumstances and high demands 

• Is personally trustworthy and can be relied upon 

• Ensures that customers are at the heart of all services provided 

• Upholds high standards of honesty, ethics and integrity 
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Key Achievements Form 

 

Having read the competencies and thought about the demands of the role, for each of the five 

competencies below, please briefly (max 250 words for each) demonstrate a specific example which 

illustrates how you have developed the relevant competency during your career to date and which 

clearly demonstrates your suitability for this position.  

 

Ideally, your answer should highlight include all elements of the STAR competency framework – which 

is outlined below:  

 

Situation  Present a challenging situation you found yourself in 

Task What did you need to achieve from the situation?  

Action What action did you personally take to achieve this?  

Result What was the result of your action?  

 

These examples may be assessed as part of the shortlisting process.  
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Please complete all sections of the form below. 

 

Name: _______________________________________ 

  

 

Team Leadership  

 

Analysis & Decision Making 

 

 

 

Management & Delivery of Results 

 

 

Interpersonal & Communication Skills 

 

 

 

 

Specialist Knowledge, Expertise and Self-Development 
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DPR Privacy Statement- Recruitment Process 

Purpose of Processing 

TII conducts a competency-based recruitment process to fill vacancies within the organisation. To 

complete this, interested individuals are asked to submit a CV, Cover Letter and Key Achievements 

form for assessment by the interview panel. For the successful candidate, some of the information 

provided will form the basis of the contract of employment (e.g. address). 

Legal Basis for Processing  

• Necessary for performance of a contract or to enter into such a contract 

• Compliance with legal obligation (Terms of Employment Information Act) 

Recipients 

The following shall receive your information for reasons outlined below:  

Recipient  Reason 

HR (internal)  Storing application, acknowledging responses and corresponding with applicants  

HR (external 

Service 

provider)  

If outsourced support is sought, TII’s outsourced HR provider may receive 

applications to assist with elements of administration, or to manage the entire 

recruitment process 

Interview 

Panel 

The Interview Panel will receive your applications to conduct shortlisting and 

assessing applicants  

Referees Applicants are asked to provide references for people who can be contacted to 

validate work records and/or comment on suitability of the applicant for the TII 

position in question. These people shall be contacted, and the applicants name 

will need to be provided to receive the reference.  

Company 

Doctor 

TII will use your personal details to refer you to the company doctor if 

considered for appointment 

 

Details of Data Transfers Outside the EU 

This does not apply to this process.  

Automated Decision Making  

This does not apply to this process.  
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Retention Period for Data 

For unsuccessful candidates, applications and correspondence shall be retained for 2 years. For 

successful candidates, their application will be placed on their employee file and retained during 

their employment and for 7 years thereafter. 

Your GDPR Rights in Relation to this Process 

Right  Explanation 

Access You can request and receive access to the information requested in the 

process at any time. 

Portability You can request and receive a copy of this data, in 

electronic/transferable format, at any time  

Erasure You can request the data held be erased. We have outlined the 

anticipated retention period above.  

Rectification  You can request that any incorrect information, due to this information 

being updated or otherwise, be corrected.  

Objection You can object to this information being processed  

 

If you have any questions or complaints about TII’s use of your personal data, please contact TII’s 
Data Protection Officer:  
 

• By post: Data Protection Officer, Transport Infrastructure Ireland, Parkgate Business Centre, 
Parkgate Street, Dublin 8, D08 DK10 

• By phone: +353 1 646 3600  

• By email: dataprotection@tii.ie 
 
You also have the right to lodge a complaint with the Data Protection Commission if you are not 

happy with the way we have used your information or addressed your rights. Details of how to lodge 

a complaint can be found on the Data Protection Commission’s website. 

 

 


