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IRISH PEATLAND
CONSERVATION COUNCIL



Irish Peatland Conservation Council

Lullymore, Rathangan, Co. Kildare R51 V293

Education Officer Application Form 2018

Application Procedure

1. Please read the description of the job and person specification provided overleaf carefully.

2. Complete the application form including every section (write “Not Applicable” where necessary) and return it to the Irish Peatland Conservation Council, with a cover letter (single sheet of A4), before 5pm on 15th October 2018.  NB:  You must sign your application form if sending by post, or, for email applications, be willing to sign a copy of it at interview, if selected.

3. Please do not alter the size of the boxes on the form, use separate sheets if there is insufficient space to complete your answer and ensure to refer to the relevant question number on the additional sheets. 

4. Please note carefully the requirements of the post.  Where you have experience, which is particularly relevant to the position applied for, it is essential that you make reference to this in your application.

5. You may include further details of employment, volunteering, relevant expertise, etc. as separate sheets. However these should be as brief and as comprehensive as possible.

6. If you are called for interview you will be expected to bring along a professional portfolio as a proof to the answers you provide on this application form. This might include original certificates for educational/professional qualifications, copies of publications authored, leaflets/fliers prepared etc.

7. You may be required to undertake a Garda security check should you be short-listed for working with the IPCC at the Bog of Allen Nature Centre.

8. You may be required to undertake a medical check up with a doctor appointed by the IPCC should you be short-listed for the post. 

9. Please let us know if you do not wish us to retain your details on a database to be used for future employment opportunities with the Irish Peatland Conservation Council.

10. Application forms can be sent via e-mail (saved in rich text format .rtf).

11. Interviews will be held in the week beginning the 29th October and you will be contacted if your application is successful. Please bring your career portfolio to the interview containing certificates of education, samples of work, publications, personal testimonies etc

12. Completed applications should be emailed to: (mailto:bogs@ipcc.ie)

Dr Catherine O’Connell, CEO,

Irish Peatland Conservation Council, Bog of Allen Nature Centre,

Lullymore, Rathangan, Co. Kildare R51 V293, Ireland. 

The Education Officer will work from the IPCC headquarters at the Bog of Allen Nature Centre, Lullymore, Rathangan, Co. Kildare R51 V293 but will be required to work on site in schools, community venues and at our reserves in Kildare, Meath, Kerry and Waterford. Full time to include annual leave entitlement. Contract value for 24 months: €48,000.

Further information about IPCC at www.ipcc.ie
IPCC Education Officer Job Description
The role of Education Officer is a core position within the IPCC and is essential to deliver IPCC’s vision of conserving a representative sample of the peatlands of Ireland for people to enjoy now and in the future. This post includes in house and outreach education programmes. 
The duties of the Education Officer will be as follows:
1. To organise, promote and deliver nature studies programmes focusing on bogs and other habitats at the Bog of Allen Nature Centre to visiting primary and secondary school groups.

2. To organise, promote and deliver awareness-raising visitor programmes to groups and individual visitors to the Bog of Allen Nature Centre

3. To fundraise for and develop a nature studies classroom with wildlife exhibits at the Bog of Allen Nature Centre that provides a wildlife experience for visiting school groups

4. To maintain the resource library at the Bog of Allen Nature Centre and to facilitate its use

5. To deliver outreach education programmes with IPCC educational partners

6. To develop new educational and awareness-raising resources for the IPCC in liaison with sponsors

7. To develop and deliver training courses focusing on nature and wildlife for the general public 

8. To attract meetings and conferences to the Bog of Allen Nature Centre

9. To attract funding and sponsorship to help deliver new garden projects.

10. To maintain and develop the website and social media sites of the IPCC

11. To contribute to IPCC’s publications for supporters including Action for Bogs and Peatland News

12. To maintain records of visitors numbers and visiting groups to the Bog of Allen Nature Centre

13. Reception duties which will include dealing with telephone and face to face enquiries and operating audio-visual and other equipment

14. To maintain all education exhibits in the gardens, museum and visitor centre

15. To maintain all educational resources and equipment used in the nature centre
Any other duties considered relevant to the position or to be undertaken as part of the IPCC team.

IPCC Education Officer Person Specification
1. Education
Essential
· Full, clean category B driving licence

· Fluent English

· Basic computer skills (MS Office suite and social media)

· Higher qualification: preferably in a relevant third level discipline (e.g. environmental science, ecology, botany, geology)

Desirable
· Knowledge of Irish peatlands

· Conversational Irish

· Graphic design work

· First Aid

2. Relevant Work Experience And Heritage Knowledge
Essential
· Proven ability to work as part of a team

· Previous experience in working with children

· Knowledge of school curriculum

· Excellent interpersonal and communication skills
Desirable
· Knowledge of bog wildlife and peatland habitat and environs

· A good knowledge of local tourism and hospitality sites

· Previous fundraising experience

· Previous supervisory experience

· Previous retail sales and customer service experience

· Previous experience as a tour guide

· Experience working with education groups, leading school groups on nature tours

· Database experience

3. Personal Attributes
Essential
· Excellent communication skills, both written and oral

· Excellent organisational skills

· Calm and responsible under pressure

· An enthusiastic, friendly and outgoing personality

· Flexibility in working hours

· The ability to forge links with agencies and schools 
· The ability to identify new opportunities in promoting learning at the nature centre
Please note that successful candidate will be subject to vetting by the 
National Vetting Bureau.
Please write a cover letter and complete the attached application form and send to: 
Dr Catherine O’Connell, Chief Executive, Irish Peatland Conservation Council, Lullymore, Rathangan, Co. Kildare R51 V293. www.ipcc.ie E: bogs@ipcc.ie
Closing Date: 15th October 2018

IPCC Job Application Form
Please type or write clearly in block letters. Send completed application to

Dr Catherine O’Connell, CEO, Irish Peatland Conservation Council, 

Lullymore, Rathangan, Co. Kildare R51 V293, Ireland (mailto:cajohnfz@gmail.com)

	Post for which you are applying
	Education Officer


1.    Personal Details

	Name
	
	Title
	

	

	Address
	

	
	

	

	Telephone
	
	Mobile Number 
	

	

	

	Email
	

	PPS No.
	

	

	Nationality
	
	  Date of Birth
	


NB: Non-EU nationals, please ensure that you have the appropriate work visa.

	Do you have a full clean driving licence?
	Yes
	
	No
	


A full clean category B driving licence is essential to this position. Please note you will be required to bring your driving licence with you if you are called to interview. 

	Do you suffer from any illness or disability which could restrict your duties?
	Yes
	
	No
	


If yes, please give details below:
	


2. Language Proficiency 

	Fluent in English?
	Yes
	
	No
	


	Conversational fluency in the Irish language?
	Yes
	
	No
	


Please list any other languages you speak and indicate your level of proficiency

	


3.   Second/Third Level Qualifications (Please start with the most recent).

	Type of Qualification
	Institution
	Result
	Date
	Principal subjects, Project titles

	
	
	
	
	


4.   Training Courses

Give details of any specialised training or any relevant short courses attended.
	


5.   Computer Literacy 

Give details of the computer packages with which you have worked. Please see job description for requirements. Note: IPCC works in a Macintosh Environment

	Word Processing


	
	Photographic Editing
	

	Spreadsheets


	
	Slide Shows
	

	Web


	
	Desk Top Publishing
	

	Email


	
	Social Media
	

	Databasing


	
	Other
	


6.   Most Recent Employment Details

Organisation Name and Address
	

	

	Position Held
	

	

	Dates From
	
	To
	

	
	

	Final or most recent salary
	

	
	

	Period of Notice
	


Please outline main duties (Continue on a separate sheet if necessary).
	


Please outline your reasons for leaving/wanting to leave (Continue on a separate sheet if necessary).
	


7.   Past Employment Details
Please include periods of voluntary work, guiding, teaching, fieldwork, etc and give reasons for any gaps other than those for education and training. (You may supply more details of relevant experience in the next section).
	Dates
	Employer’s name and address
	Position held & main duties 
	Reasons for leaving

	From
	To
	
	
	

	
	
	
	
	


8.   Teaching Experience (Please use bullet points. Continue on a separate sheet if necessary).
	


9. Please give details of any education programmes you have designed, fundraised for and delivered

	


10.   Other expertise and experience (Continue on a separate sheet if necessary).
Please outline here your relevant experience & expertise for this position, such as fundraising skills, web work, first aid, plant and animal identification skills, knowledge of peatlands and ecology, research, public speaking, publishing, use of GPS, digital photography/film, reception duties, etc.  Details of the requirements for the post are listed in the job specifications (attached to the front of the application form).
	


11.   Please give an example of where you solved a problem using your own initiative?  
	


12. Please give an example of where you demonstrated management or supervisory skills. What role did you play? 
	


13. Please give an example of when you demonstrated good customer service 

	


14.   Publications (Please give details of any reports you have authored, articles you have written or published papers).
	


15.   Additional relevant information

	


16. Career (where do you see yourself in three years time)

	


17.   Referees

Please list two referees.  Preferably, one should be the person to whom you are/were responsible in your current or most recent relevant employment.
	Name
	
	Position
	

	

	Address
	

	
	

	Phone & e-mail
	


	Name
	
	Position
	

	

	Address
	

	
	

	Phone & e-mail
	


18.   Declaration
I confirm that all information given in this application is correct and true. I agree to undergo any medical or Garda checks should I be short-listed for the post.  I accept that any omissions or misrepresentations may result in any future contract being terminated.

	Signed
	Date


	In the event that your application is unsuccessful on this occasion, please tick here if you would like to be considered for possible future vacancies.
	


