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THE OPPORTUNITY: This is an exciting opportunity to join a dynamic organisation with 
career development opportunities, contributing to our ambitious 
work programme to assure trust and confidence in Ireland’s charity 
sector. 

LOCATION: 3 George's Dock, IFSC, Dublin 1. 

SALARY SCALE:  Higher Executive Officer (Personal Pension Contribution) * 
 €50,848 – €52,334 – €53,817 – €55,300 – €56,788 – €58,271 – 

€59,756 – €61,8991 – €64,0382 
¹ After 3 years satisfactory service at the maximum.  ² After 6 years 
satisfactory service at the maximum.  
 
*New entrants to the public service will commence at the first point 
on the scale  

There are almost 11,500 charities registered in Ireland, established for a wide range of 

purposes including the alleviation of poverty, provision of education, advancement of the arts 

and the protection of the environment, to name but a few. 
The Charities Regulatory Authority (the ‘Charities Regulator’) is an independent statutory 

body established by the Minister for Justice and Equality on 16 October 2014 pursuant to the 

Charities Act 2009 (the ‘Charities Act’).   

Our vision is a vibrant trusted charity sector that is valued for the public benefit it provides.  

Our mission is to regulate the charity sector in the public interest to ensure compliance with 

charity law and support best practice in the governance and administration of charities. 

Benefits of working at the Charities Regulator 

Established just over seven years ago, we are a relatively young state body, with an ambitious 

work programme to assure trust and confidence in Ireland’s charity sector.  

Employing over 40 people, our modern city centre office, located in George’s Dock, Dublin 1, 

is easily accessible by DART, Luas and many bus routes.  

Below are just some of the benefits that the Charities Regulator has to offer:  

• Public sector pay rates, pension benefits and annual leave entitlements 

• Dynamic and interactive work environment 

• Career progression opportunities  

Charity Services Manager 

Charity Services Unit  
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• Personal development opportunities through employer sponsored academic education, 

paid study leave and extensive in-house training and development programmes  

• Flexible working hours in line with applicable policy and the potential to accrue flexi leave 

for those operating at grades equivalent to CO, EO and HEO  

• Tax saver tickets, Bike to Work Scheme and bike storage onsite  

• Wellbeing initiatives, health initiatives, employee networking initiatives, confidential 

employee assistance programme.  

Like many organisations, we are currently assessing the role of blended-working for the 

organisation post-Covid.  This work is ongoing.  While the post-holder may be able to apply 

to work remotely on certain days in future as part of any blended-working arrangement 

implemented by the organisation, this role is primarily office-based in Dublin. 

Further information about us is available on:  www.charitiesregulator.ie 

  

http://www.charitiesregulator.ie/
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ROLE PROFILE 

The Job: 

Job Title: Charities Services Manager  

Grade Equivalent: Higher Executive Officer 

Overview of the Unit: 

The Charities Regulator carries out a number of functions including assessing applications for 
registration as a charity, maintaining the public Register of Charities, ensuring charities and 
other bodies comply with charity law and supporting registered charities through the provision 
of guidance materials. The Charities Regulator also provides a range of services to charities 
that require its consent or direction in respect of a proposed course of action. We refer to 
these important activities as “charity services”.  

The Charity Services Unit is a team within the Charities Regulator which handles the functions 
previously vested in the Commissioners of Charitable Donations and Bequests for Ireland 
(CCDB), which we refer to as “charity services”. Where a charity or other person intends to sell 
charitable property, appoint new trustees, wind up their operations, merge with other 
charities, commence legal proceedings or enter other transactions relating to charity assets, 
they will first need to consider whether the authorisation of the Charities Regulator may be 
required for the proposed course of action. Authorisation may be required for a number of 
reasons including where there are limitations arising from a charity’s governing document, the 
terms of the original trust on which a charity asset is held or other legal constraints.  

Applications for authorisation form part of a legal process and are made by charities and other 
persons (or their legal advisors on their behalf) under the Charities Acts 1961 and 1973, as 
amended. The Charity Services Unit processes these applications and prepares them for 
presentation to the Charity Services Committee, which is a Committee of the Board of the 
Charities Regulator, and may make recommendations to the Board regarding decisions in 
respect of a proposed course of action. The Charity Services Unit also processes charitable 
bequest forms and performs a verification function in respect of the payment of charitable 
bequests. 

Overview of the Role: 

The Charity Services Manager will report to and support the Head of Charity Services.   

The role of Charity Services Manager is a key middle management position within the Charities 
Regulator and involves overseeing the management of applications received by the Charity 
Services Unit of the Charities Regulator, reporting on the Unit’s activities and output, assessing 
current processes and identifying potential efficiencies, recommending courses of action to 
senior management in relation to process improvements with a particular focus on developing 
underlying IT systems and data analysis, resolving issues raised on applications, and managing 
staff of the Unit.  

The role of Charity Services Manager represents an exciting opportunity for someone who is 
looking to build on and further develop their existing managerial experience in a fast paced 
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and dynamic environment.  The role would also provide the right candidate with an 
opportunity to directly contribute to the attainment of the Charities Regulator’s strategic 
objectives by developing the team and its processes, ensuring that they operate efficiently, to 
deliver enhanced services for service users and the wider public. 

The role also entails working closely with managers across the organisation and collaborating 
with other public bodies and other external stakeholders to ensure that services that are 
provided by the Charity Services Unit adhere to the applicable statutory framework and 
internal policies and procedures.  

Key Duties & Responsibilities: 

The Charity Services Unit team is required to assess and process large volumes of 
correspondence and other documentation, phone calls, email and post and engage with 
applicants, members of the public and other stakeholders.  Working closely with the Head of 
Charity Services, the Charity Services Manager will have responsibility for a wide range of 
management activities (as appropriate to the role) as outlined below: 

1. Provide operational leadership and direction to ensure the effective running and 
management of the Charity Services Unit; 

2. As line manager, manage the workload of Charity Services Unit staff and carry out 
probation and performance reviews to ensure that staff goals and learning and 
development objectives are met; 

3. Ensure that end to end business unit processes are efficient, effective and aligned to 
organisational objectives and stakeholder requirements. Identify opportunities for 
improvement and introduce any operational change initiatives; 

4. Provide accurate and timely reporting on service delivery and provision of reports to 
management in various formats (e.g. using business intelligence software such as 
Microsoft’s ‘Power BI’ reporting tool / Microsoft Excel) as required; 

5. Participate in the development and delivery of strategic initiatives at organisational and 
business unit level, particularly in relation to the integration of the Charity Services Unit 
with other business unit functions; 

6. Own, manage and drive the delivery of projects ensuring adherence to best practice in 
project management, including risk and issue management; 

7. Preparing initial drafts of documents to a high quality and under supervision when 
required; 

8. Ensure that relevant databases and management systems are up to date and that they are 
accurate and compliant with statutory requirements and support reporting structures and 
audit of records; 

9. Analyse metrics from management systems to support the development of revised KPIs for 
the Charity Services Unit where required; 

10. Prepare briefing materials and policy documentation and present to a variety of audiences 
on issues as related to the work of the Charity Services Unit; 

11. Maintain high quality records in a thorough and organised manner; 
12. Any other duties deemed appropriate, which may include providing wider team cover for 

holidays or absences. 
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Criteria 

 

 

 

 

Essential Criteria 

Candidates must demonstrate that they meet the following criteria in terms of 

experience, knowledge and skills:  

1. Have a qualification of at least level 8 of the National Framework of 

Qualifications from a recognised university or other third-level institution in a 

discipline considered by the Charities Regulator to be relevant to the role; 

And/or 

2. Have at least 2 years of relevant experience in people management and 

managing a team responsible for processing high volumes of 

applications/submissions ;  

And 

3. Have experience managing queries across multiple communication channels in 

a complex,  technical, regulatory or legal environment, or in customer service; 

4. Have a proficient working knowledge of and experience in using Information 

Technology on a daily basis e.g. word processing, spreadsheets, database, 

registration systems, email and internet; 

5. Have demonstrated experience delivering quality communications for 

customers and stakeholders (both internal and external) in everyday work 

through high standards and efficient practices; 

6. Have project management and business process improvement experience with 

the ability to work on multiple projects concurrently, manage conflicting 

priorities and adapt to changing priorities.  

In order to be effective in the role of Charity Services Manager candidates must 

have the following qualities: 

1. Strong administrative skills and attention to detail;  

2. Excellent interpersonal skills, and a proven ability to work collaboratively with 

others and in a manner that builds respect and fosters trust, including an ability 

to deal with the public in a front-facing role;  

3. Excellent communication skills, including written communication skills, with an 

ability to present written material in a clear, concise, comprehensive and 

convincing manner; 

The responsibilities outlined may be added to or altered as required, in line with the business 
needs and resource requirements of the Charities Regulator. 
 

The Person: 
 



 

                                                                                                                                                          

 

6 

 

4. An ability to prioritise and organise time effectively, execute tasks in a high-

pressure environment and set realistic timelines for delivery of required outputs 

on time; 

5. Sound judgement, strong decision-making skills and analytical ability; 

6. A commitment to the delivery of quality public service; 

7. Evidence of ongoing professional and personal development. 

Desirable Experience/ Qualifications 

It would be desirable and advantageous (though not essential) for a candidate to 
demonstrate experience of at least one year working in a legal, public 
administration or regulatory office, dealing with clients and legal files; and/or to 
have:  

• a strong understanding of, and experience in, working within an area involving 
administrative decision-making; 

• successfully completed year one of either a Certificate or Diploma in Legal 
Studies or equivalent on the National Qualifications Framework at Level 5 or 
above; and/or 

• successfully completed a Trainee Legal Executive Scheme with supporting 
evidence i.e. Log Book, final assessment sign-off and Scheme exit interview; 
and/or 

• completed such other project management or legal professional training 
qualification as may be of assistance in carrying out the role. 

While not required specifically for the role, spoken or written Irish to a level 
sufficient to communicate with our customers. 

 

Required Competencies 

Candidates should have all the competencies required of a Charity Services Manager. In 

particular, candidates must demonstrate that they possess or have the capacity to quickly 

acquire the qualities, skills and knowledge required for the role of a Higher Executive Officer as 

identified by the Public Appointments Service competency framework and as set out in 

Appendix A. 

• Team Leadership 

• Judgement, Analysis & Decision Making  

• Management & Delivery of Results  

• Interpersonal & Communication Skills  

• Specialist Knowledge, Expertise and Self Development  

• Drive & Commitment to Public Service Values  

Further information regarding competencies is available at Appendix A. 
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THE SELECTION PROCESS 

The experience, qualifications & personal qualities criteria will be used to shortlist 
candidates, and scoring will be based on the information contained in the application form 
for the role of Charity Services Manager. While a general understanding of the legal process, 
charity law and the current context within which the Charities Regulator operates will be of 
benefit, candidates from a variety of backgrounds will be considered. 

The Charities Regulator will convene an expert board to carry out the competitive stages of 
the selection process to the highest standard of best practice. 

 

How to Apply:   

Application forms are available here. 

Once completed, application forms should be sent to charitiesregulator@cpl.com.    

Cover Letters and CVs are not required and should not be submitted. 

Any candidate requiring any particular accommodation for interview or other elements of 
the selection process should notify us at charitiesregulator@cpl.com  so that appropriate 
arrangements can be made. 

 

Closing Date:    Monday 19 September 2022 at 12:00 noon  

An acknowledgement email will be issued in respect of all applications received. If an 

applicant does not receive an acknowledgement email within 2 working days of date of 

submission, the applicant should contact charitiesregulator@cpl.com to ensure the 

application has been received.    

Selection Process: 

The selection process may include: 

• shortlisting of candidates, on the basis of the information contained in their applications; 

• practical exercises and other selection methodologies; 

• interviews; 

Candidates who proceed to final stages of the selection process will be required to provide 

the names of two references to include your current/most recent employer, and successfully 

complete a pre-employment medical. 

 

 

 

https://landing.cpl.com/charities-regulator/careers.html#careeropportunities
mailto:charitiesregulator@cpl.com
mailto:charitiesregulator@CPL.com
mailto:charitiesregulator@CPL.com
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Other important information: 

The Charities Regulator will not be responsible for any expense, including travelling expenses, 

candidates may incur in connection with this competition. 

While attempts can be made to accommodate a candidate’s availability, where it is not 

possible to alter the allocated interview date or time, and where the candidate does not 

attend, the candidature will be deemed to be withdrawn. 

Candidates must produce satisfactory documentary evidence of all qualifications. 

The Charities Regulator anticipates that over the coming year, further similar positions in the 
organisation may arise. Those positions may be filled from this recruitment process.  

Confidentiality and Freedom of Information: 

Subject to the provisions of the Freedom of Information Act 2014, applications will be treated 

in strict confidence. All enquires, applications and all aspects of the proceedings are treated 

as strictly confidential and are not disclosed to anyone, outside those directly involved in that 

aspect of the process.   

Certain items of information, not specific to any individual, may be extracted from computer 

records for general statistical purposes. 

Data Protection: 

The Charities Regulator will treat all the information including personal data which you give 

as confidential, subject Data Protection Acts. 

All personal information provided on the application will be stored securely by the Charities 

Regulator and will be used for the purposes of the recruitment process.  Application forms 

will be retained for a period of 15 months.  Specific retention arrangements apply in respect 

of successful applicants.  By submitting an application form, you consent to your personal 

information being processed by third parties, including CPL and Talbot Pierce.  Following 

completion of the selection process, all personal information will be retained only by the 

Charities Regulator and this information will not be disclosed to any other third party without 

your consent, except where necessary to comply with statutory requirements or seeking 

references. You may, at any time, make a request for access to the information held about 

you as outlined. Should you wish to make any changes, or erasures to any of the information 

stored about you within the retention period, please contact the Charities Regulator. 

Feedback: Feedback in relation to the selection process is available on request.  

Canvassing is prohibited and will result in disqualification from the competition.  
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ELIGIBILITY TO COMPETE AND CERTAIN RESTRICTIONS ON ELIGIBILITY  

Applicants should note that only citizens of the European Economic Area (EEA) and the UK 

may be appointed to the advertised position, should they come under 

consideration.  Applicants must therefore meet this eligibility requirement at the time they 

are being considered for appointment. 

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).  

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 not eligible to 

apply 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 

are not eligible to compete in this competition. People who availed of VRS scheme and who 

may be successful in this competition will have to prove their eligibility (expiry of period of 

non-eligibility).   



 

                                                                                                                                                          

 

10 

 

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).   

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. 

PRINCIPAL CONDITIONS OF SERVICE  

GENERAL 

The appointment is made under the Charities Act and any other Act for the time being in force 

relating to the public service.  The employer will be the Charities Regulator and the position 

is a public servant position. 

REMUNERATION:  

Salary Scale:  The salary scale for this public service post will be equivalent to that of the 
Higher Executive Officer (PPC) Standard Scale (rates effective from 1 February 
2022), which is as follows: 

Higher Executive Officer (Personal Pension Contribution) 

  
 €50,848 – €52,334 – €53,817 – €55,300 – €56,788 – €58,271 – €59,756 – 

€61,8991 – €64,0382 
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 ¹ After 3 years satisfactory service at the maximum.   
 ² After 6 years satisfactory service at the maximum.  

Important Notes relating to Salary: 

• Entry 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. 

 

CONTRACT: Permanent (subject to satisfactory completion of probation). 

PROBATION: There is a 12-month probationary period (which may be extended if necessary). 

If at any time during this period it appears that the appointee would not be suitable for final 

appointment the probation will be terminated.  

LOCATION: The organisation is introducing a blended working policy which will enable staff 

to make an application to work remotely on certain days (initially up to a maximum of two 

days per week).  Applications will be assessed based on business needs and the 

arrangements may be subject to change.  While the post-holder may be able to apply to 

work remotely on certain days in future as part of any blended-working arrangement 

implemented by the organisation, it should be noted that the role is primarily office-based 

in Dublin.  

Candidates should note that on an appointment, travel may be required to regional 

locations on occasion and when this occurs, appropriate travel and subsistence 

arrangements will apply. 

HOURS OF ATTENDANCE: Office hours are 09:00 to 17:15.  Working hours are 35 hours 

per week.  Flexibility will be required with regard to extra attendance, which may be 

required from time to time. Flexitime is available, subject to business needs. 

The terms of the organisation of Working Time Act 1997 will apply, where appropriate, to this 

employment. 

ANNUAL LEAVE: Annual leave will be 29 days a year, with an additional service day applicable 

after 5 years’ service. This allowance, which is subject to the usual conditions regarding the 

granting of annual leave, is on the basis of a five-day week and is exclusive of the usual public 

holidays.  
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SICK LEAVE: Pay during periods of absence from work for properly certified sick leave, 

provided there is no evidence of permanent disability for service, will apply on a pro-rata 

basis, in accordance with the provisions of the Public Service Sick Leave Scheme. 

SUPERANNUATION AND RETIREMENT: The successful candidate will be offered the 

appropriate superannuation terms and conditions as prevailing in the public service, at the 

time of being offered an appointment. 

In general, this means being offered appointment based on membership of the Single Public 

Service Pension Scheme (’Single Scheme’). Full details of the Single Scheme can be found at 

http://www.singlepensionscheme.gov.ie/. The maximum retirement age for most Single 

Scheme members is age 70. 

Different terms and conditions related to superannuation and retirement may apply to 

candidates who have worked in a pensionable (non-Single Scheme terms) public service job 

in the 26 weeks prior to appointment, or are currently on a career break, or are on special 

leave with or without pay. The pension entitlements and maximum retirement age, if 

applicable, of such appointees will be determined in the context of their public service 

employment history. 

IMPORTANT NOTICE  

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.    

http://www.singlepensionscheme.gov.ie/
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APPENDIX A – COMPETENCIES FOR THE ROLE  

COMPETENCY: TEAM LEADERSHIP 

Typical 
Behavioural 
Indicators: 

▪ Works with the team to facilitate high performance, developing 
clear and realistic objectives and addressing any 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 

 

COMPETENCY: JUDGEMENT, ANALYSIS & DECISION-MAKING 

Typical 
Behavioural 
Indicators: 

▪ 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  

 
  



 

                                                                                                                                                          

 

14 

 

 

COMPETENCY: MANAGEMENT & DELIVERY OF RESULTS 

Typical 
Behavioural 
Indicators: 

▪ 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 

▪ Practices and promotes a strong focus on delivering high quality 
customer service, for internal and external customers 

 

COMPETENCY: INTERPERSONAL & COMMUNICATION SKILLS  

Typical 
Behavioural 
Indicators: 

▪ Builds and maintains contact with colleagues and other 
stakeholders to assist in performing the 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 

▪ Collaborates and supports colleagues to achieve organisational 
goals 
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COMPETENCY: SPECIALIST KNOWLEDGE, EXPERTISE AND SELF 
DEVELOPMENT 

Typical 
Behavioural 
Indicators: 

▪ 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 
 
 

COMPETENCY: DRIVE & COMMITMENT TO PUBLIC SERVICE VALUES 

Typical 
Behavioural 
Indicators: 

▪ 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 

 




