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Research Recruitment Pack 
Research Assistant
	


To:

HR Office Research, Human Resources Division 

Re:

Recruitment of Externally Funded Researchers

Title: Research Assistant in (insert subject area)


Institute/Centre/Unit/Department: 


     Cost Code: 
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Please specify whether this is a “Specific Purpose Contract” or a “Fixed Term Contract”.
Please state duration of project: From: 


   To:  







[image: image1.wmf] Specific Purpose Contract 
Start Date: __________Funding review date:​​​​​​​​​​​​​​___________
Please state details of the Research Project i.e. the objective grounds
Please state the Specific Purpose wording for the individual’s contract. This should reflect the piece of work that the individual is being engaged for and the purpose should have a natural end.

[image: image2.wmf]  Fixed Term Contract:
Duration:
  Start Date: ​​​​​​___________ Finish: ______________
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Please indicate whether this post is full time or part-time 
[image: image3.wmf]  Full Time  
[image: image4.wmf]  Part-time or Job Share
If Part-time or Job Share

– please give details: ____________________________________________________________________________
Please declare any potential conflict of interest


Yes 
[image: image5.wmf]         No 
[image: image6.wmf]
Garda Vetting and Foreign Police Clearance

Only persons conducting Relevant Work or Activities relating to Children and/or Vulnerable Persons as defined in the National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016 will be subject to vetting. You are required to clarify how this Role meets the criteria of relevant work or activities as defined in Schedule 1 of the Act.  It is not sufficient just to identify the section of the schedule, which you are relying upon. You must define the criteria of the role being vetted for. Please note if the applicant’s role does not meet the vetting criteria, the application will be rejected.

Is Garda Vetting and Foreign Police Clearance required for this role? 
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  YES                                  [image: image8.png]


  NO
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Salary Scale effective from 1st October 2020:
	Salary (excluding PRSI and pension) per annum
	+ PRSI 11.05%
	+ Pension 20%

	€23,061 - €35,922
	2,548-3,969
	4,612-7,184


Additional instructions regarding salary: Please indicate maximum point approved on pay scale:

	Human Resources Division 

RESEARCH RECRUITMENT PACK 
	



Please note: Only completed packs can be processed, please ensure the pack is completed fully and signed.  
An individual involved in the preparation of a recruitment pack may not be a candidate for that post.  Conflict of professional or personal interest should be declared to the Dean or his/her nominee prior to the preparation of the recruitment pack.   
PROJECT LEADER 
Having liaised with Finance, I understand that funding is available and I am aware of the contents of the University of Limericks Research Contract Management policy.


[image: image9.wmf]   Authorised: _________________________________________________________________





 Project Leader

Block Capitals

Date

HOD/INSTITUTE DIRECTOR

I confirm that I have reviewed the budget and I authorise submission.
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Head of Department/Institute Director
Block Capitals

Date

DEAN
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[image: image12.wmf] Not Authorised _______________________________________________________________________




 Dean




Date
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Human Resources
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 Director, Human Resources (or Nominee)

Date

Reason for Non-Authorisation (where applicable):
I require the following logos to be included in the advertisement. 
	Please attach copies of the relevant logos here:


	The University of Limerick (UL) with over 16,300 students and 1,700 staff is an energetic and enterprising institution with a proud record of innovation and excellence in education, research and scholarship. The dynamic, entrepreneurial and pioneering values which drive UL’s mission and strategy ensures that we capitalise on local, national and international engagement and connectivity.  We are renowned for providing an outstanding student experience and conducting leading edge research.  Our commitment is to make a difference by shaping the future through educating and empowering our students. UL is situated on a superb riverside campus of over 130 hectares with the River Shannon as a unifying focal point. Outstanding recreational, cultural and sporting facilities further enhance this exceptional learning and research environment.

	Applications are invited for the following position:

Insert Details of Job Here

Faculty or Department: 

Title of Post:  

Contract Type: Permanent, Fixed-Term, Specific Purpose (If the post is part-time, state here)

Salary Scale: €23,061 - €35,922 per annum
IMPORTANT –PLEASE READ 

If deviating from the above format, please note that screen, shortlist and interview criteria must be taken from the advertisement and job description, therefore, it is important that the advert/job description lists the essential and desirable academic and/or professional qualifications, relevant experience and skills required for the post.  Please ensure consistency in both the advertisement and job description.  

	Further Information for applicants and application material is available online from:

Web: http://www.ul.ie/hrvacancies/
Please note your application must include:

· A letter/email of introduction indicating how you meet the criteria outlined in the advertisement and job description

· A completed online application form.

The closing date for receipt of applications is [INSERT CLOSING DATE HERE). Applications must be completed online before 12 noon on the closing date. 

Applications are welcome from suitably qualified candidates. The University is an equal opportunities employer and committed to selection on merit.



	JOB DESCRIPTION



	TITLE OF POST: Research Assistant in (insert subject area)
LOCATION: University of Limerick

WEBLINK TO SCHOOL/DEPARTMENT:
WEBLINK TO RESEARCH CENTRE:
REPORTS TO: 
WEBLINK TO PI’s RIS / RESEARCHGATE PROFILE: 
CONTRACT TYPE:
SALARY SCALE: €23,061 - €35,922 per annum


	QUALIFICATIONS: 



	OVERALL PURPOSE OF THE JOB: 



	DESCRIPTION: 

List the essential and desirable academic and/or professional qualifications, relevant experience, and skills required for the post.  

Research

· Assist an individual research leader or team to conduct a particular study (or group of studies)
· Conduct literature and database searches and interpret and present the findings of the literature searches as appropriate
· Make use of standard research techniques and methods
· Assists in analysis and interpretation of results of own research
Research Management

· Plan and manage own day-to-day research activity within the framework of the agreed project. For example, create and maintain a workplan and daybook, meet agreed schedules, milestones, deliverables and/or research outputs

· Manage personal research/project resources within own control appropriately (including where required, laboratories, specialist equipment, consumables) e.g. under direction co-ordinate the provision of consumable items for the project (auditing stock, liaising with suppliers, preparing regular orders of commonly used items)
· Keep appropriate records as directed and in line with Funder/University policy

Income Generation / Funding

· None expected but may, within the context of a research team, contribute to the development of research proposals for development reasons 
Research Outputs - Write Up and Dissemination

· Write up results from own research activity (e.g. as project report) for review by PI
· Provide input into the research project’s dissemination, in whatever form (report, papers, chapters, book) as directed by the PI/Project leader.  Authorship should be decided in line with guidelines such as the Vancouver Protocol, or similar authorship guidelines as appropriate 

· Present information on research progress and outcomes e.g. to bodies supervising research; steering groups; other team members, as agreed with the PI/Project leader
· Should write at least workshop level papers
Supervision

· Support and, where appropriate, co-supervise the work of undergraduate students e.g. Final Year Project Students
Policy & Standards

· Knowledge of, and adherence to, the University’s Policies and procedures relevant to role 
· Knowledge and compliance with health and safety in laboratory based research projects to ensure work undertaken with Good Laboratory Practice (GLP)
· Knowledge of Research Ethics as applied to the relevant discipline
Essential

Desirable

Please include the following information in your application:

· Full title of PhD thesis (where applicable)

· Full list of publications including weblinks to publications (where applicable)

Further Information for Candidates:

Recruitment Procedures used at the University of Limerick (UL)

The University of Limerick is committed to the Open, Transparent and Merit-Based Recruitment (OTM-R) of Researchers as detailed in our Recruitment/Appointment Procedures for Research Staff. 

The University of Limerick generally uses a three stage recruitment procedure: screening, shortlisting and interview.  

Screening: Initially applications for an advertised position are screened to determine if applicants have met the ‘Essential Criteria’ as outlined in the advertised job description.  Only candidates who meet the ‘Essential Criteria’ will progress beyond this stage. 

Shortlisting: Depending on the number of applications remaining, it may not be possible to interview every candidate who has passed the screening process.  Therefore, at this stage the Selection Board for this position may review the applications which have passed screening and will select a final shortlist of candidates who in their view were most closely aligned to the post as advertised. 

Interview: Once a shortlist has been finalised, all applicants will be notified of the status of their application.  The final shortlist of candidates will then be invited to interview.  We aim to provide at least one week’s notice to all candidates.  The interview process may take the format of a standard interview and may also include a presentation – if so, you will be provided with details of this in your invitation to interview letter.  Candidates may interview in person or also via our Video Conferencing facilities.

General Recruitment Timelines
Please note that applications for all vacancies must be submitted online at www.ul.ie/hrvacancies in advance of 12 noon Irish Standard Time on the advertised closing date.  We aim to complete the screening process within one week of the closing date, and the shortlisting process within a further week.  Therefore we aim to be in touch with all candidates within one month of the closing date.   

Please note these timelines may vary based on various factors including the number of applications received.

Benefits at the University of Limerick

Employees of the University of Limerick receive a variety of benefits including:

· Membership of the Single Public Service Pension Scheme.

· Membership of the Income Continuance Plan
· The opportunity to join the University’s Additional Life Cover plan.

· Coverage in the UL Sick Leave Scheme.

· Flexible working practices such as the Shorter Working Year Scheme.

· Preferential rates for home, car, travel and health insurances.

· Employee wellness is a priority and a number of initiatives take place each year for the benefit of UL employees, see more at www.ul.ie/hr/be-well-ul.

· Preferential rates for access to the UL Arena swimming pool and fitness centre.

· Supported professional development under the Further Study Policy.

Equal opportunities at the University of Limerick
The University of Limerick is an equal opportunities employer, committed to selection on merit and to developing and maintaining a positive working environment, in which all employees are treated with dignity and respect. In pursuit of this, it is the policy of the University to provide all employees with an environment that is free from bullying, harassment or victimisation of any form.  You can read more about this in the University’s Equality and Diversity Policy.
The UL strategic plan Broadening Horizons 2015-2019 clearly states that UL seeks to exemplify gender equality best practice in all aspects of its activities, reinforcing UL’s position as the leading university in Ireland in terms of female representation in senior academic roles.  31% of full professors at UL are female, compared to the national average of 19%. 

UL is the proud holder of the prestigious Bronze Institution Athena SWAN Award, the joint-first university in Ireland to achieve the award.  The AS charter recognises higher education institutions, academic departments, and research institutes that put in place initiatives to address gender inequality, including initiatives aimed at changing culture and attitudes.  The UL strategy explicitly commits the institution to the Athena SWAN process. Further details available on www.ul.ie/hr/athena-swan-ul. 
Development opportunities at the University of Limerick
A key objective of the University's Strategic Plan 2015-2019 is to support staff development. In the context of this objective the University is committed to progressive development programmes and opportunities to enable all employees to fully develop their potential.  Further information is available here. The University of Limerick has a ‘Performance and Development Review System’ which employees may avail of.

Additional Links:

Link to Human Resources:



www.ul.ie/hr/ 

Link to the University of Limerick’s Research Role Profiles Research Staff Role Profiles
Link to the University of Limerick’s Strategic Plan; 
‘Broadening Horizons’



	Human Resources Division 
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	Human Resources Division 

CRITERIA FOR SCREENING:  

*Take essential role related criteria headings directly from job description (e.g. essential criteria: Primary Degree and 5 years relevant experience).   
	

	*Insert Screen Criteria Here
	*Insert Screen Criteria Here
	*Insert Screen Criteria Here
	*Insert Screen Criteria Here

	
	
	
	

	
	
	
	

	
	
	
	

	EXAMPLES

	Leaving Certificate
	3 Years Relevant Experience
	ECDL (European Computer Driving Licence) or equivalent
	Supervision Experience

	
	
	
	

	Relevant Third Level Degree or equivalent


	5 Years Relevant Experience in discipline (Finance)
	Management Experience
	Project Management

	
	
	
	

	PhD in relevant area


	5 years Relevant Teaching Experience 
	5 years Research experience in relevant area
	Evidence of First Class Publications



[image: image15.wmf]
Presentation Title*: ________________________________________________________________

__________________________________________________________

     

(*Please insert the topic of the presentation to be given to candidates selected for interviews if applicable)


[image: image16.wmf]
Human Resources Division 

SHORTLISTING SCORING FORM FOR THE POST OF:      
	CRITERIA
	As per Job Description: taking note of the job description, please review the applications and select candidates for interview who in your view are more closely aligned to the post as advertised



	Human Resources Division 

INTERVIEW SCORING FORM FOR THE POST OF:   

Selection Board evaluation criteria taken from advert/job description (*insert headings) 

and weight each according to importance.  
	



	*CRITERIA


	*Insert Interview Criteria Here
	*Insert Interview Criteria Here
	*Insert Interview Criteria Here
	*Insert Interview Criteria Here
	*Insert Interview Criteria Here
	*Insert Interview Criteria Here
	TOTAL 

MARKS

100

	**Weighting/Marks 
	*Insert Weighting Here
	*Insert Weighting Here
	*Insert Weighting Here
	*Insert Weighting Here
	*Insert Weighting Here
	*Insert Weighting Here
	

	
	
	
	
	
	
	
	

	EXAMPLE
	

	
	Strong, relevant publication history
	Evidence of Establishing Research Teams
	International Reputation as a Researcher in relevant area
	Evidence of Leadership 
	Excellent Interpersonal Skills
	Experience of managing collaborative projects
	

	Weighting/Marks
	10
	20
	20
	20
	20
	10
	100


**Candidate marked out of 5: 
 0=none; 1=limited; 2=acceptable; 3=moderate; 4=good; 5=excellent
**Candidate marked out of 10:    
0=none; 1/2=limited; 3/4=acceptable; 5/6=moderate; 7/8=good; 9/10=excellent

**Candidate marked out of 15:   
0=none; 1/3=limited; 4/6=acceptable; 7/9=moderate; 10/12=good; 13/15=excellent
**Candidate marked out of 20:     
0=none; 1/4=limited; 5/9=acceptable; 10/13=moderate; 14/17=good; 18/20=excellent

**Candidate marked out of 25: 
 0=none; 1/6=limited; 7/11=acceptable; 12/15=moderate; 16/21=good; 22/25=excellent
**Candidate marked out of 30:      
0=none; 1/7=limited; 8/14=acceptable; 15/20=moderate; 21/26=good; 27/30=excellent

**Candidate marked out of 35:  
0=none; 1-8=limited;9-16 =acceptable; 17-23=moderate; 24-31=good; 31-35=excellent
**Candidate marked out of 40:    
0=none; 1/9=limited; 10/17=acceptable; 18/25=moderate; 26/35=good; 36/40=excellent
	Human Resources Division 

RESEARCH RECRUITMENT PACK 
	



Composition of selection board for Research Assistant
· Both genders must have a minimum 30% representation on every Selection Board

· Project Leader or his/her nominee

· At least one internal academic at Lecturer level or above, where practicable this board member should be an internal subject specialist

· Full details regarding the composition of Selection Boards are contained in the Procedures for the Recruitment/Appointment of Researchers

[image: image17.wmf]Post Title:






College/Department: 
	Title

Prof., Dr. etc
	Name
	Position on Board

(ie. external)
	Contact Numbers
	Current Position & Address for Communications

(list both postal and e-mail address)

	
	
	Project Lead
	
	

	
	
	Project Lead Nominee
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


For Completion on Date of Advertising:

	
	Date
	Indicative Timescale

	Screen Date
	
	Closing Date + 2 working days

	Shortlist Date
	
	Screen Date + 8 working days

	Interview Date
	
	Shortlist Date + 12 working days


	Human Resources Division 
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This document sets out information in relation to the different forms of contracts, which cover the various types of employment relationships, for example:

· fixed term employment – temporary, 

· specified purpose employment - temporary

The following is a Guide to managers in relation to the proper use of these contracts.

Fixed Term Contracts

Employees who are employed to cover short-term emergencies should be issued with contracts of employment which reflect the specific circumstances for which they are employed, including all of the standard temporary emergencies (eg. annual leave, sick leave, maternity leave, term-time leave, parental leave etc.).  A fixed term temporary contract may be issued to cover all temporary requirements.  To ensure compliance with the Protection of Employees – Fixed Term Work Act 2003, the purpose / duration of the temporary contract should be identified.  It is important to determine at the outset which circumstance will bring about the termination of the contract:

· Reaching a specific date, e.g. 31st December (the end of the maternity leave period)

It is important to note that there is no barrier in the legislation to the renewal of this type of contract but the employer must have objective reasons for doing so (e.g. the staff member now wishes to take annual leave at the end of their maternity leave).  Fixed Term Staff must be provided with a reason justifying the renewal and the reason why a permanent/multiannual contract is not offered (e.g. the staff member who is on maternity leave is extending their leave period by availing of their annual leave entitlement. Therefore the staff member will be returning to their permanent/multiannual post at the end of their leave which means the post you are filling remains a temporary post).  

If Fixed Term Contracts are not managed carefully they may lead to contracts of indefinite duration after certain time periods (see Fixed Term Working Act 2003). 

Specified Purpose Contracts

A specified purpose contract should be issued where there is a clear need to employ an individual on a once off basis, for example:

· to carry out a particular project (to conduct a research programme). The contract will not necessarily be for a specific period of time but rather it will be for the purpose of completing the project; or  

· to replace a staff member whose absence is clearly determined in advance, e.g. a career break, secondment, leave of absence, long term sick leave; or

· to fill a vacant post on a temporary basis pending the filling of a the particular vacant post on a permanent basis through open competition.

The specified purpose contract can be issued for longer than three or four years without being automatically deemed a permanent/ multiannual contract (it can be issued without an end date).  What is important about this contract is that it is issued for a specified purpose e.g. to provide cover for a career break, or pending the filling of the post in a permanent/multiannual capacity.  Renewals of this type of contract will be a rarity, however, there may be a need for an extension of the contract and a renewal can be granted provided that there are objective reasons justifying the renewal and these are communicated to the employee (e.g. a genuine reason for renewal of the specified purpose contract is the fact that the research project has received additional funding).

The reason as to why s/he is not being offered a permanent/multiannual contract must also be outlined e.g. the funding is only available for a defined period of time. The purpose for which the individual is engaged must be clearly communicated to the temporary employee.

Contracts of Indefinite Duration

A contract of indefinite duration is ‘de facto’ a permanent/multiannual contract.  In certain circumstances such contracts may come to an end for reasons such as redundancy, incapacity, incapability, retirement, etc.

Human Resources Division 

Freedom of Information Acts 1997 and 2003
Objective and main features of the Act

The main objective of the Freedom of Information Acts 1997 and 2003 is to foster and develop a culture of openness, transparency and accountability in public bodies.  The Freedom of Information Acts assert the right of members of the public to obtain access to official information to the greatest extent possible, consistent with the public interest and the right to privacy of individuals. The Act is designed to allow public access to records held by public bodies, which are not routinely available through other sources.  

The Act, effective from 21 April 1998, establishes three statutory rights:

· A legal right for each person to access records held by public bodies 

· A legal right to have information relating to oneself amended where it is incomplete, incorrect or misleading, and 

· A legal right to obtain reasons for decisions affecting oneself.

Access to information under the Act is subject to certain exemptions, involves specific procedures and time limits and includes provisions for internal review and external appeal.  

What types of records are accessible?

A record is defined as including any memorandum, book, plan, map, drawing, diagram, pictorial or graphic work or other documents, any photograph, film or recording, or any form in which data are held.  The Act therefore applies to all record types, stored in any format, manual, mechanical or electronic and includes letters, emails, diaries, post-its, handwritten notes, computer print-outs, voicemails, x-rays etc. The Act also covers drafts, parts and copies of records.

How does this affect the Selection Process?

Selection Board members should be aware that any notes that they make about any of the candidates may be discoverable under Freedom of Information legislation.   Best practice dictates that proper notes are kept from interviews.  A signed selection board report, master scoring sheet and interview notes should be placed on each file.  

When recording information:

· Write objectively, support opinion with facts

· Ensure what you write is relevant to the issue

· Document reasons for decisions carefully and accurately

It is important to remember that the FOI Act obliges the University if so requested, to provide a statement of reasons for decisions including the decision taken by a Selection Board.  This statement must be sufficiently clear to enable the requester to understand without undue difficulty why the University acted as it did.  The application of clear unambiguous criteria, adhered to in a fair and equitable manner, is vital to ensure the University can comply with this requirement.

Composition of the Selection Board

RESEARCH






STAFF / ADMINISTRATION

	Research Scholar
	Senior Administrative Officer 1 and above

	1. Vice President Academic & Registrar (or his/her nominee);
	1. The President or his/her nominee

	2. Vice President Research (or his/her nominee)
	2. Relevant Manager

	3. At least one External Subject Specialist; (where members of the academic community, they must be at Lecturer level or above)
	3. Member of Division/Department/Functional Area nominated by the relevant manager

	4. Head of Department (or his/her nominee) where the position is allocated to a specific Department;
	4. Member external to the Division/Department/Functional Area with appropriate expertise where possible, nominated by the relevant manager

	5.  Dean (or his/her nominee where the position is allocated to a specific Faculty; 
	5. At least one member external to the University with appropriate expertise, nominated by the relevant manager

	6.  At least one Internal Academic at Lecturer level or above nominated by the Vice President Academic & Registrar.  Where practicable this nomination should be an internal subject specialist.
	


	Senior Research Fellow/Research Fellow
	Executive Administrator – Senior Executive Administrator

	1. Project Leader (or his/her nominee)
	1. Relevant Manager or his/her nominee

	2. Head of Department/  Institute Director (or his/her nominee) 
	2. Member of Division/Department/Functional Area nominated by the relevant manager

	
	3. Member external to the Division/Department/Functional Area with appropriate expertise where possible, nominated by the relevant manager

	3. 
	4. At least one member external to the University with appropriate expertise, nominated by the relevant manager


	Postdoctoral Researcher (subject to a minimum of two)
	Administrator – Senior Administrator

	1.  Project Leader (or his/her nominee)
	1. Relevant Manager

	2. At least one Internal Academic at Lecturer level or above.  Where practicable, this board member should be an internal subject specialist.
	2. At least two members nominated by the relevant Manager


	Research Assistant (subject to a minimum of two)

	1.  Project Leader (or his/her nominee)

	2. At least one Internal Academic at Lecturer level or above.  Where practicable, this board member should be an internal subject specialist.


Funding Approval – For Finance Division Use Only





Specify HEA Category


Employment Control Framework Classification (ECF)      1.1                    1.2	               1.3


                Core Staff replacement/within threshold     � EMBED MSDraw \* mergeformat ���      Research   � EMBED MSDraw \* mergeformat ���   Non Core Staff  � EMBED MSDraw \* mergeformat ���





Signed	___________________________________________________________


	    Finance Division	               Block Capitals		      Date


Delegated Sanction Agreement (DSA) for 2016 to 2019, stipulates that employer pension contributions are required for staff categories; Research and Non Core Staff.


Non Core Staff are staff funded from external sources, such as international fees, non exchequer income or staff outside the current DSA staffing threshold. Reviewed annually to account for an increase in core funding and student numbers.
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