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Post of: Business Advisor Local Enterprise Office
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Closing Date:  4.00 pm on Thursday, 30th January, 2020

Completed Application Forms (4 copies) should be submitted to:

Human Resources Department

Laois County Council

Aras an Chontae

Portlaoise

Co. Laois.
COMHAIRLE CHONTAE LAOISE - LAOIS COUNTY COUNCIL

POST OF: BUSINESS ADVISOR – LOCAL ENTERPRISE OFFICE (GRADE VI)
THE COMPETITION 

Laois County Council is inviting applications from suitably qualified persons for the above competition. Laois County Council will, following the interview process, form a panel from which the position will be filled.
Background
The dissolution of the previous City and County Enterprise Boards and the transfer of their functions to Enterprise Ireland led to the formation of the 31 Local Enterprise Offices (LEOs) countrywide in April 2014. The Local Enterprise Office are funded by the Department of Business, Enterprise and Innovation and operate under a Service Level Agreement (SLA) between Enterprise Ireland and the local authorities and are a significant element in the enhanced role which local authorities now have in local economic development.  The Local Enterprise Office’s are the designated first-stop shop for new entrepreneurs and existing micro-enterprise and small business owners. The Local Enterprise Office’s are the front door through which all information on state supports for small and micro-businesses can be accessed and through which financial and other supports can be provided to the business community. Each Local Enterprise Office works in partnership with a number of organisations, educational institutes, business support organisations, other enterprise development agencies such as Enterprise Ireland, Údarás Na Gaeltachta, Government Departments and Agencies – both state and self-funded.  The main functions of the office are the provision of: 
• Business Information and Advisory Services

• Enterprise Support Services

• Entrepreneurship Support Service

• Local Enterprise Development Services

THE QUALIFICATIONS 

1. CHARACTER

Candidates shall be of good character.

2. HEALTH

Candidates shall be in a state of health such as, would indicate a reasonable prospect of ability to render regular and efficient service.  

3. EDUCATION, TRAINING, EXPERIENCE, ETC.

Each candidate must, on the latest date for receipt of completed application forms must:

(a) Hold a professional qualification at degree level (level 7 NFQ) or above in Business / Entrepreneurship or equivalent.

(b) have significant experience of working in or working with small and micro businesses and be familiar with the broad range of supports and agencies available to support local businesses.  

(c) be computer literate and have good verbal and written communication skills and be comfortable speaking in public.

(d) Hold a current full driving licence in respect of category B vehicles or equivalent in the EU Model Driving Licence on the latest date for the receipt of completed applications.
The ideal candidate shall:
· Have an excellent understanding of commercial business needs and proven experience in working in the business community and micro enterprises in particular. 

· Have an ability to generate and maintain an enterprise culture in county Laois.

· Have excellent communications skills and experience in client/customer engagement delivering customer service. 

· Be able to act as a point of contact for clients; assessing and identifying development needs and advising on relevant supports, qualifying criteria and the application process. 

· Have proven experience in event management and/or delivery of projects and special events, networking events or engagement with other agencies providing support to business. 

· Have demonstrated experience in delivering projects/managing events including budget, delivery on tight deadlines, project management and reporting of outcomes and results. 

· Have experience in the management and utilisation of new communications technologies (in particular digital marketing) and the ability to utilise social media communication and marketing opportunities for both LEO clients and the LEO itself. 

· Have a strong capability to multi task, work to deadlines and deliver on targets and metrics as set out in the Enterprise Plan for LEO Laois – regionally and nationally. 

· Be self-motivated with an ability to work on own initiative but within a dynamic small-team environment. 

· Demonstrate a willingness to support the team in the delivery of and administration for the LEO unit as directed. 

· Have a strong understanding of the needs of small and micro businesses and the role of the Local Enterprise Office, including knowledge of its supports, services and processes. 

· Demonstrate knowledge of start-up environment and available supports. 

· Have the ability to motivate, empower and encourage staff under his/her control to achieve maximum performance.
Key duties:

Details of key duties are outlined under ‘The principal terms and conditions’ below.

Competencies for the post:

Key competencies for the post include the following and candidates will be expected to demonstrate sufficient evidence within their application form of competence under each of these. Please take particular note of these when completing the application form as any short-listing or interview processes will be based on the information provided by candidates. 

	Management & Change

(Leadership & Management Skills)
	· Implements change in an orderly and determined manner.

· Understands the political reality and context of the local authority.

· Ability to sustain a positive image and profile of the local authority/ Local Enterprise Office.

· Develops and maintains positive and beneficial relationships with relevant interests.

	Delivering Results

(Technical Experience/Technical Competence)
	· Technical knowledge and expertise commensurate with the role of Business Advisor

· Acts decisively and makes timely, informed and effective decisions.

· Translates the business/team plan objectives into clear priorities and actions for their area of operation and achieve quality outcomes.

· Establishes high quality services and customer care standards.

· Ability to manage the allocation, use and evaluation of resources to ensure that they are used effectively to deliver on operational plans.

· Ability to drive and promote reduction in costs and minimisation of waste.

	Performance Through People

(Communication/ Interpersonal Skills & Initiative)

	· Demonstrates ability to manage performance

· Shows visible commitment to the purpose, mission and vision of the organisation.
· Develops the team and its members to achieve corporate objectives through the effective management of performance.
· Demonstrates the ability to empower and encourage staff to deliver on their part of the operational plan.
· Effectively identifies and manages conflict and potential sources of conflict at work.
· Demonstrates excellent written and verbal communication and interpersonal skills.
· Presents ideas effectively to individuals and groups.

	Personal Effectiveness
(Knowledge of the Role and Working Environment)
	· Have strong business acumen with experience that demonstrates an understanding of the small and micro business environment in Ireland and the needs and requirements of owner-managers of small business.

· Have a satisfactory knowledge of the LEO supports, services and processes and range of public and private supports available to small enterprise in Ireland.

· Have sound commercial awareness and strong business planning, evaluation & research skills. 

· Be familiar with the preparation of accounts and interpretation of financial statements.

· Have strong project management skills.
· Have strong interpersonal, report writing, presentation and communication skills.


THE PRINCIPAL TERMS & CONDITIONS 

1. The position is whole time, permanent and pensionable under the terms of either the Single Public Services Pension Scheme or the Local Government (Superannuation)(Consolidation) Scheme 1998 (whichever is applicable).

2. PROBATION:

Where a person who is not already a permanent employee of a local authority is appointed, the following provisions shall apply:

(a) There shall be a period after appointment takes effect, during which such a person shall hold the position on probation;

(b) Such period shall be ten months but the Chief Executive may, at his/her discretion, extend such period;

(c) Such a person shall cease to hold the position at the end of the period of probation, unless during this period the Chief Executive has certified that the service is satisfactory;

(d) There will be ongoing assessments during the probationary period. Employment may be terminated by either party during probation or at the end of the probationary period on one week’s notice.

3. SALARY:

The salary shall be fully inclusive and shall be as determined from time to time.  Holders of the office shall pay to the local authority any fees or other monies (other than their inclusive salary) payable to or received by them by virtue of their office or in respect of services which they are required by or under any enactment to perform.

The salary scale for the post of Business Advisor –Local Enterprise 
Officer (Grade VI) is within the range:  €47,588 - €58,157 (2nd LSI).

In accordance with EL02/2011 persons who are not serving Local 
Authority employees must be placed on the minimum of the scale.  

The rate of remuneration may be adjusted from time to time in line with government policy.

4. DUTIES:

The duties of the office are to give to the local authority and

(a) Such other local authorities or bodies for which the Chief Executive, for the purposes of the Local Government Acts, is Chief Executive, and

(b) To any other local authority or body with which an agreement has been made by the local authority or by any of the authorities or bodies mentioned in sub-paragraph (a) of this paragraph.
Under the general direction and control of the Chief Executive or of such other officers as the Chief Executive may from time to time determine, such appropriate services of an executive, administrative or management nature as are required for the exercise and performance of any of its powers, duties and functions as may be delegated to him or her by the Chief Executive from time to time including the duty of servicing all committees that may be established by the local authority and such duties as may be required in relation to the area of any local authority.  The holder of the office, will, if required, act for an officer of a higher level.  
Reporting to the Head of Enterprise in the Local Enterprise Office, or such designated person as may be assigned from time to time, the Business Advisor will work as a member of a small dynamic team providing support and assistance to small and micro businesses. The primary role of the Business Advisor will be to support the Head of Enterprise in the delivery of services and operations in line with the SLA and in the achievement of the Local Enterprise Office’s business goals. The role will involve significant client engagement at the individual and/or business level, and requires engagement with the wider business community and other business support agencies. The successful applicant will be required to carry out and manage their tasks, within the confines of the budget as approved by the Department of Business, Enterprise and Innovation and any other resources secured by the Local Enterprise Office. More specifically, the role and responsibilities of the Business Advisor encompass the following key areas: 

· Provide one to one business advice and guidance to anyone thinking about starting a business or any existing business in county Laois. 

· Develop and manage the delivery of the Local Enterprise Office supports and programmes in line with the Enterprise Plan for Laois  and other programmes as directed by the Department of Business, Enterprise and Innovation including procurement of services, service and budget management and ensuring full recording of outputs and deliverables in line with the Midlands  Regional Enterprise Plan. 

· Manage, develop and grow the Local Enterprise Office client networks, including database, metrics, events and reporting. 

· Scoping planning and execution of Client events to promote growth and development. 

· Manage the development and delivery of Local Enterprise Office events, programmes and pilot programmes, both local (e.g. training, management development supports and networking), regional and national (e.g. enterprise supports and awards programmes) as directed. 

· Manage the Local Enterprise Office external contractors and ensure best practice in the procurement of the Local Enterprise Office goods and services. 

· Manage and deliver data on agreed Key Performance Indicators, Customer Service activities and programmes and to maintain systems to track and monitor same for input to GMIS. 

· Develop and maintain the Local Enterprise Office website and social media platforms to best practice standards. 

· Management of the Local Enterprise Office front office service.

· Contribute to the on-going awareness campaign of Local Enterprise Office Laois. 

· Research, develop, resource and delivery of new initiatives, events and programmes within the Local Enterprise Office in support of micro-enterprise and economic development in Co. Laois. 

· Engage in collaborative initiatives and EU programmes as required by the Head of Enterprise. 

· Promote and implement innovation and continuous improvement in the processes and programmes of the Local Enterprise Office. 

· Contribute to the delivery of national initiatives within the Local Enterprise Network as required. 

· Other duties required to contribute to the successful management of the Local Enterprise Office services as may be assigned from time to time by the Head of Enterprise. 

5. HEALTH: 

For the purposes of satisfying the requirement as to health it will be necessary for each successful candidate, before he/she is appointed, to undergo at his/her expense a medical examination by a qualified medical practitioner to be nominated by the local authority.  On taking up appointment, the expense of the medical examination will be refunded to the candidate.

6. SELECTION PROCESS:

Candidates will initially be assessed to ensure that they meet the minimum specified eligibility criteria for the position.

a. Short-listing

The local authority may decide, by reason of the number of persons seeking admission to a competition, to carry out a shortlisting procedure.  The number of persons to be invited, in these circumstances, to interview, shall be determined by the local authority from time to time having regard to the likely number of vacancies to be filled. The local authority may at its discretion, decide that such shortlisting will be based on qualifications, relevant experience and information submitted on the application form.

In that regard, candidates should ensure they provide detailed and accurate information in completing the form. Alternatively, the local authority may at its discretion decide to shortlist by way of preliminary interview.

b.
Competitive Interview

Selection of candidates for appointment shall be by means of a competitive interview, conducted by or on behalf of the local authority.  The Council is committed to a process of selection on merit, based on fair and open competition.  The criteria for judging suitability and ranking will be related directly to the qualifications, attributes and skills required to undertake the duties and responsibilities to the standard required in the post.

c.
Panels

A panel may be formed on the basis of the interviews from which Business Advisor will be employed on a full-time permanent capacity within the life of the panel. Temporary contract positions, as they arise may also be offered, within the life of the panel.

While a panel remains in force, offers of employment may be made subject to confirmation of qualifications and satisfying clauses in relation to health, character or other requirements of the particular post. 
d.
References/Documentary Evidence

Each candidate may be required to submit as references the names and addresses of two responsible persons to whom he/she is well known but not related. Candidates may be required to submit documentary evidence to the local authority in support of their application.

7.
RETIREMENT AGE:

The Single Public Service Pension Scheme (“Single Scheme”) as provided by the Public Service Pensions (Single Scheme and Other Provisions) Act 2012 commenced with effect from 1st January 2013. The act introduces new pension and retirement provisions for new entrants to the public service appointed on or after 1st January 2013.  Pension age set initially at 66 years; this will rise in step with statutory changes in the SPC age to 67 years in 2021 and 68 years in 2028.  With effect from the 26/12/2018, the compulsory retirement age of 70 applies [Public Service Superannuation (Age of Retirement) Bill 2018]. Otherwise the retirement age of the relevant Scheme applies.

It should be noted that candidates who are in receipt of a Public Service Pension and are re-hired in any paid capacity by a Public Service Body may be liable to have their pension abated.

Prior to appointment successful candidates will be obliged to complete a Declaration in relation to previous Public Pensionable Employment.

8.
RESIDENCE:

The holder of the post shall reside in the district in which his/her duties are to be performed or within a reasonable distance thereof.

9.
SUPERANNUATION:

The superannuation contributions of relevant scheme will apply.

10.
SICK LEAVE:

The terms of the Public Service Sick Pay Scheme will prevail.

11. 
DRIVING LICENCE: 

When required to do so, holders of the office shall possess a current full driving licence in respect of Category B vehicles or equivalent in the EU Model Driving Licence and have access to a car.

12.
GARDA VETTING:

Garda vetting may be sought in respect of individuals who come under consideration for appointment. 

13.
DATA PROTECTION:


The personal information on the application form is used solely in processing your candidature.  Such information held is subject to the rights and obligations set out in the Data Protection Acts 1988 and 2003 and the General Data Protection Regulation. 

14.
COMMENCEMENT

The local authority shall require a person to whom an appointment is offered to take up such appointment within a period of not more than one month and is he/she fails to take up the appointment within such period or such period or such longer period as the local authority in its absolute discretion may determine, the local authority shall not appoint him/her.
***********************************************
Any attempt by a candidate, or by any person(s) acting at the candidate’s instigation, directly or indirectly, by means of written communication or otherwise influence in the candidate’s favour, any member or employee of the council or person nominated by the county council to interview or examine applicants, will automatically disqualify the candidate for the position being sought.
Expenses incurred by candidates in attending interview, etc, will be at the candidates own expense.
Laois County Council is an equal opportunities employer.
*********************************************
