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Information Guide

	Job Title:
	Assistant Manager (Permanent) – 
Post Reference number: 04/2025

	Reporting To:
	LWETB Area Training Manager 

	Division:
	Further Education and Training

	Grade :
	Assistant Manager

	Base:
	Initially: College of Further Education & Training – Garrycastle Campus, Athlone 
Please note that the role could then be relocated to Co. Longford at a later stage.



Longford and Westmeath Education and Training Board is holding a competition for an Assistant Manager within the FET Provision (Permanent).  A panel of suitable candidates may be formed until 31st August 2026. Candidates must have the requisite knowledge, skills and competences to carry out the role and be capable and competent of fulfilling the role to a very high standard. 

The successful post holder(s) may be transferred to another area within the organisation to allow for the allocation of additional duties, as and when required, which may include the re- assignment to other duties where necessary. While an overall summary of the main duties has been provided here the successful candidate(s) may be given responsibility for specific areas within this based on the needs of the FET Management Team at a particular point in time.

Summary of Position
The Assistant Manager supports the effective management, coordination and development of Further Education and Training services within LWETB. The role contributes to the planning, delivery and quality assurance of programmes, including apprenticeship, fulltime, part time, online, evening and contracted training, while ensuring compliance with governance, financial and Health & Safety requirements. The post-holder works closely with the Director of FET, Area Training Manager, FET Managers, staff, contractors, employers and external stakeholders to support high-quality, learner-focused service delivery 

Main Duties
The Assistant Manager will support the management of staff, programmes, resources and facilities in line with LWETB policies and public-sector requirements. The role involves contributing to operational planning, programme scheduling, financial and procurement processes, engagement with contractors, quality assurance, Health & Safety compliance and stakeholder engagement. The post-holder will use management information systems to support effective decision-making, promote continuous improvement, and ensure services are delivered efficiently and in accordance with agreed targets, funding rules and corporate governance arrangements. The Assistant Manager will carry out duties in line with public service values and undertake other related responsibilities as assigned by management.





Duties and Responsibilities
General / Management Responsibilities
· Ensure that appropriate management information systems, integrated with national systems (e.g. PLSS, P2P, SOLAS returns), are monitored, maintained and effectively utilised as management tools, while promoting continuous improvement and innovation.
· Establish and maintain effective internal and external communication and linkages with relevant bodies, organisations and agencies, including representing LWETB on boards, committees and working groups as required.
· Assist in the recruitment, management, supervision and development of staff to ensure the ongoing delivery of high-quality Further Education and Training services to internal and external stakeholders.
· Lead and Manage a work environment that fully complies with Health & Safety legislation, Quality Assurance frameworks and Corporate Governance requirements.
· Approve the purchase of goods and services and recommend/authorise payments in line with LWETB Financial Authority Levels and Procurement Policies, ensuring that organisational assets are safeguarded and appropriately managed.
· Manage staff relations and HR administration in accordance with LWETB HR policies and public service agreements.
· Contribute to the strategic development of Further Education and Training provision within LWETB, aligned to SOLAS strategies, regional skills needs and national policy.
· Deputise for the Area Training Manager as required and undertake such other duties as may be assigned from time to time.
· Engage in continuous professional development and upskilling appropriate to the role.
· Carry out all duties in accordance with public service values and the Code of Standards and Behaviour.
· Manage any FET service, programme, sector or functional area as assigned by management.

Programme, Apprenticeship and Contracted Training Management
· Line manage, support and develop instructors and training staff in relation to teaching, learning, assessment and learner support.
· Plan, manage and oversee Apprenticeship provision, including capacity planning, programme quality, resource requirements and the expansion of the range of apprenticeships offered across the campus.
· Provide management oversight of contracted and collaborative training provision, ensuring compliance with contractual obligations, funding rules, quality assurance standards and governance requirements.
· Engage with employers, industry bodies and other stakeholders to support apprenticeship development, employer engagement and work-based learning opportunities.
· Research and analyse sectoral and regional skills demand, labour-market intelligence and employer feedback to inform sustainable programme planning and new programme proposals.
· Assist in the development of new programmes and submit proposals for validation/approval to the appropriate awarding or certifying bodies.
· Lead or contribute to the design, facilitation, review and continuous improvement of programmes, assessments and FET operational plans.
· Engage with contractors to ensure programmes are delivered efficiently, cost-effectively and in line with agreed KPIs, funding rules and service level agreements.
· Engage with all relevant LWETB and external stakeholders in the planning, delivery and review of programmes.
· Participate in LWETB governance and operational groups as required.

3. Procurement and Financial Management
· Carry out all duties in compliance with public procurement regulations, OGP guidelines and LWETB purchasing procedures.
· Lead or support procurement and tendering exercises as required, including service planning and contract management.
· Engage with the Purchasing team to ensure appropriate quotations are obtained and evaluated in line with thresholds and procurement rules.
· Raise, approve and monitor purchase orders and contracted training contracts using approved  systems (e.g. P2P), ensuring full audit trails are maintained.
· Monitor budgets on an ongoing basis to ensure expenditure remains within approved limits and identify any potential non-conformances.
· Provide regular financial and procurement status reports to management, including updates on contracted programme delivery, timelines and audit requirements.
· Lead or support the management of capital and devolved budgets, including buildings, equipment, repairs and minor works.
· Support internal and external audits and ensure compliance with corporate governance and financial control requirements.

4. Premises, Facilities and Asset Management
· Lead the engagement and management of third-party contractors and service providers for the maintenance, servicing, repair and upgrading of buildings, plant, equipment and services.
· Contribute to planning, coordination and oversight of capital and minor works projects, including scheduling, budget control and quality assurance.
· Support the preparation and review of project scopes, cost estimates and programmes of work.
· Promote efficient work practices, problem-solving and innovation in facilities and asset management.
· Manage and oversee associated stores materials handling and goods-inwards functions, ensuring robust stock control and asset protection procedures are in place.
· Assist in the development and rollout of new systems and processes relating to facilities, assets and stores management.
· Line manage or engage staff assigned to premises, stores or facilities functions as required.
· Support Corporate Services and operational functions as needed.

5. Health and Safety Management
· Lead and promote Health and Safety management across the Longford FET Centre and other FET buildings as assigned.
· Implement and monitor compliance with Health & Safety policies, risk assessments and safe systems of work.
· Foster a positive safety culture and ensure staff are aware of and adhere to H&S procedures.
· Act on issues identified by the Safety Officer, audits, inspections or staff reports.
· Oversee PPE provision and ensure appropriate equipment is available and maintained.
· Manage or engage with accident, incident and dangerous occurrence reporting in line with HSA requirements.
· Act as Fire Safety Manager, including overseeing fire safety procedures, drills and Fire Warden training.
· Engage with Corporate Services, where required, to coordinate and monitor H&S training for staff (e.g. first aid, fire warden, manual handling).
· Review and update Safety Statements, risk assessments and related documentation on an ongoing basis.
· Any other relevant duties as may be specified from time to time by management, 



Person Specification
Assistant Manager

	
	ESSENTIAL 
	DESIRABLE

	WORK EXPERIENCE 
AND PERSONAL PROFILE




	* A work history which demonstrates initiative and the ability to accept change and new challenges

* A flexible approach with the ability to work independently or in a team

* Leadership and people management skills

* Highly developed communications, and team working skills


	* Previous management/supervisory experience

* Experience in implementing Organisation initiatives

* Experience of Project Management

* Experience of managing multiple projects

* Experience of financial management / budgeting

* Experience of Health and Safety Management
 

	KNOWLEDGE OF ORGANISATION 



	* A knowledge of the different divisions of the organisation and an understanding of the responsibilities of the Assistant Manager role within these divisions

* Demonstrate an understanding of the strategic challenges facing the organisation

* Demonstrate an understanding of the links between strategy and business plans and operational goals and targets

* Demonstrate an understanding of Further Education and Training within LWETB and its integration

	

	EDUCATION  & TRAINING/DEVELOPMENT




	* A qualification at Level 7 on the National Framework of Qualifications or its equivalent, and/or significant relevant work experience; Third level qualification(s) in relevant discipline(s) commensurate with this role would be a decided advantage.
	

	CIRCUMSTANCES/ SPECIAL REQUIREMENTS 


	* Travel could be an essential part of this role and candidates must be able to meet the travel requirements of the post

* Willing to work flexible hours from time to time as required.
	




Competencies Required
A number of key competencies have been identified as being essential for the effective performance of this role. These competencies are listed below.

When completing the application form, please note the following:
• Responses to each competency must not exceed 300 words
• Bullet points, rather than lengthy narrative text, should be used

4.1 Leadership Potential
• Demonstrates flexibility and openness to change, positively contributing to the implementation of new ways of working
• Supports the development and implementation of policies and procedures within own area and contributes to broader organisational objectives
• Understands the wider implications of decisions and actions, taking account of interdependencies and competing priorities
• Maximises the contribution of team members by encouraging ownership, providing support and fostering effective collaboration
• Develops and articulates informed perspectives on relevant issues and contributes constructively across a range of forums and settings

4.2 Analysis & Decision Making
• Demonstrates strong analytical skills, approaching issues in a structured and open-minded manner
• Quickly assimilates and evaluates complex information from a range of sources (written, verbal and numerical)
• Uses data and evidence effectively to understand issues, assess options and support decision-making
• Identifies key themes, risks and opportunities, drawing sound and balanced conclusions
• Understands the potential consequences of decisions and actions and plans accordingly
• Applies creativity and resourcefulness in developing practical and effective solutions

4.3 Management & Delivery of Results
• Takes personal responsibility for achieving agreed objectives and delivering results
• Plans, manages and progresses multiple work activities and projects in a structured and effective manner
• Manages time and resources efficiently, anticipating challenges and taking proactive steps to address them
• Maintains a strong focus on meeting the needs of internal and external stakeholders
• Ensures work is delivered to a high standard, on time and in line with agreed requirements
• Uses resources effectively and seeks opportunities to improve efficiency and service delivery

4.4 Interpersonal & Communication Skills
• Communicates clearly, confidently and professionally, both verbally and in writing
• Listens actively and engages constructively in two-way communication
• Builds and maintains positive working relationships with colleagues, stakeholders and partners
• Influences and persuades others in a respectful and effective manner
• Works collaboratively to achieve shared objectives and resolve issues
• Demonstrates professionalism and discretion in all interactions


4.5 Specialist Knowledge, Expertise and Self-Development
• Demonstrates a clear understanding of the role, its objectives and how it contributes to the work of the wider organisation
• Develops and applies the knowledge and skills required to perform the role to a high standard
• Keeps up to date with relevant developments, policies and practices impacting own area and the wider public service
• Reflects on own performance and actively seeks opportunities for learning and development
• Shares knowledge and expertise with colleagues to support team and organisational effectiveness

4.6 Drive and Commitment to Public Service Values
• Demonstrates a strong commitment to delivering high-quality public services
• Maintains focus and effectiveness when working under pressure or dealing with competing demands
• Shows initiative and ownership in progressing work and addressing challenges
• Acts with integrity, professionalism and reliability at all times
• Places the needs of learners, employers and the wider community at the centre of service delivery
• Upholds the highest standards of ethics, honesty and accountability in line with public service values

Terms and Conditions

Salary: starting point on scale is €61,952
For persons entering this grade for the first time or for those starting in the Public Sector for the first time, starting pay will be at the minimum of the incremental scale as above. This is not negotiable. An incremental salary scale applies thereafter as per C/L 0052/2025. Previous public sector experience in the same grade may be eligible for incremental credit. This will be determined upon appointment. The rate of remuneration may be adjusted from time to time in line with Government pay policy.

Hours per week: 35 hours per week. This is a permanent full-time position. 

Location: Initially: College of Further Education and Training, Garrycastle Campus, Athlone, Co. Westmeath. The successful candidate will be initially assigned in the above location. However, LWETB reserves the right to assign you to any other location as the service demands require and candidates should note that the role could then be relocated to Co. Longford at a later stage

Shortlisting
LWETB reserves its right to shortlist candidates, in the manner it deems most appropriate, to proceed to the interview stage of the competition. Shortlisting will be on the basis of information supplied on the Application Form and the likely number of vacancies to be filled. It is therefore in your own interest to provide a detailed and accurate account of your qualifications/experience on the application form. The shortlisting process will provide for the assessment of each applicant’s application form against predetermined criteria that reflect the skills and depth of experience considered to be essential for a position at this level.

Interview
Selection, from shortlisted candidates, shall be by means of a competency based on an interview conducted by LWETB. A second stage interview may form part of the interview process. Candidates will be provided with further details if successful at each stage. 

Annual Leave 
LWETB’S Annual Leave Year runs from January to December. The annual leave allowance for this position is 30 days per annum and public holidays will be allowed together with such short periods of closure as are permitted for Christmas and Easter. Please note your annual leave entitlement will be pro-rata, based on your contract duration and start date. This allowance is subject to the usual conditions regarding the granting of annual leave. Leave will be granted, subject to Line Management approval, which must be sought in advance


Eligibility Criteria:

Candidates must also refer to the Person Specification in addition to the following:
· have the requisite knowledge, skills and competencies to carry out the role;
· be capable and competent of fulfilling the role to a high standard;
· be at least 17 years of age on or before the date of advertisement of the recruitment competition.

Citizenship Requirement
Candidates should note that eligibility to compete for posts is open to citizens of the European Economic Area (EEA) or to non-EEA nationals with a valid work permit. The EEA consists of the Member States of the European Union along with Iceland, Liechtenstein and Norway. Swiss citizens under EU agreements may also apply.

Health & Character
Those under consideration for a position will at the discretion of the employer be required to complete a health and character declaration and a Garda Vetting form. References may be sought. Some posts may require special security clearance. In the event of potential conflicts of interest, candidates may not be considered for certain posts.

Application and selection process
· Full details are available on www.etbvacancies.ie. Candidates who wish to apply, must apply through www.etbvacancies.ie not later than 13:00 hours on Tuesday 3rd February 2026 For details on the services LWETB provides see www.lwetb.ie
· Provisional date for first stage interviews is week commencing 23rd February 2026. Please note there may be a two-stage selection process.
· Interviews may take place via video conference due to current restrictions as a result of COVID- 19 pandemic. Candidates that are selected for interview will be supplied with guidelines in this regard.
· Candidates should read the info guide on how to complete the application. 
· Your application will be assessed on the information you submit. Please ensure all sections are completed fully and accurately, giving clear evidence of qualifications, skills and experience. Incomplete applications will not be considered.
· Please not by submitting online an automatic message will be issued to your Etbvacancies account to confirm receipt of your application. This should not be taken as confirmation that the submission is a valid application. If you do not a confirmation message via your portal within two days, please email recruitment@lwetb.ie. 
· Please note that candidates are advised to apply to this role well in advance of the closing date and time to ensure their application is received before the closing date and time.
· It is the responsibility of the candidate to ensure that the application form is received before the stated deadline. Any technical difficulties encountered by the sender when submitting an application, are not the responsibility of LWETB
· All applicants should note that Longford and Westmeath ETB reserve the right to shortlist applicants on agreed predetermined criteria.
· Late applications will not be accepted.
· Providing incorrect information or deliberately concealing any relevant facts may result in disqualification from the selection process or, where discovery is made after an appointment, in summary dismissal.
· Canvassing by or on behalf of the applicant will disqualify.
If successful at interview, referees may be contacted directly by LWETB at its convenience and without further notice to candidates. 
· All enquiries regarding your application should be made to recruitment@lwetb.ie using the post reference in the subject line of the email. Enquiries by any other means cannot guarantee a response before the closing date and time.
If successful at interview, referee may be contacted directly by LWETB at its convenience and without further notice to candidates.
· Any travel or other expenses incurred by candidates whilst undertaking or attending any elements of the selection process will not be refunded by LWETB.
· Longford and Westmeath is an equal opportunities employer
· LWETB is registered as a Data Controller. Data will be processed in accordance with the ETB’s Data Protection Policy and retained in accordance with the records’ retention schedule therein. The personal data supplied on this application form and supplementary documents are required for the purposes of recruitment (including shortlisting and interviewing), assessment of qualifications, general administration, and to fulfil our other legal obligations, including the election of staff representatives to the ETB under the Education and Training Boards Act 2013. While the information provided will generally be treated as confidential to LWETB, from time to time it may be necessary for us to exchange personal data on a confidential basis with other bodies including the Department of Education and Skills, the Department of Social Protection, Gardaí, the CSO, the Teaching Council, Revenue, other statutory bodies, or with former or subsequent employers. Should you wish to update or access your personal data you should write to the CE.
· Further information on LWETB including details of our schools, centres for education and programmes can be found on our website www.lwetb.ie
Ms. Siobhán Lynch, Chief Executive, LWETB
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