
 
 

 

 

CANDIDATES INFORMATION BOOKLET 

 

 

PLEASE READ CAREFULLY 

 

 

 

 

 

 

 

Ordnance Survey Ireland intends to hold a competition for the purpose of appointing persons to the 

post of:  

 

 

Level 4 – GIS Specialist  

 

 

 

 

 

 

 

WHEN POSTING APPLICATION FORM: 

HR would be grateful if candidates would write clearly / type in black ink when completing your 

application form.  This will allow us to make copies of the form for supply to the Interview Board.  

If the space provided on this form is not sufficient please supply any additional sheets you may 

wish to add.  

 

 

 

 

 

 

 

Ordnance Survey Ireland is committed to a policy of equal opportunity. 

 

 



 
 

 

 

JOB DESCRIPTION 

  

1. Background 

 

Ordnance Survey Ireland (OSi), the national mapping agency of Ireland, creates and 

maintains the definitive national mapping and related geographic records of the State.  

 

OSi contributes to better commercial decisions, to modern government, to economic 

growth and delivering value to all our citizens.  Our vision is, through the efforts and 

expertise of our people, to be the acknowledged leader in Ireland in the collection, 

integration, management and dissemination of authoritative spatial information. The key 

fundamental assets of OSi are our staff and our authoritative databases. 

 

2. Brief description of position 

 

The Level 4 GIS Specialist is sought as an additional resource to assist OSi to innovate 

and create new products and services, and to assist customers with best practice 

application and adoption of GIS technologies. 

 

The role of GIS Specialist combines both a technical element in addition to a product, 

services and customer focus. 

 

This position is at Team Member level in OSi’s organisational structure.  

 

In broad terms, the GIS Specialist will provide technical output to OSi’s business 

functional area to meet both internal/external customer and product requirements.  

 

The position is based in OSi Headquarters, Phoenix Park, Dublin 8, D08 F6E4. 

 

Role Purpose:  

 

The Level 4 GIS Specialist will work in support of our product/service distribution and 

product generation teams in an effort to ensure that our customers our making best use of 

location intelligence technologies within their business.  

 

He/she will be expected to have an understanding of the capabilities of GIS and its 

applications to enable business solutions. 

 

He/she will be expected to be experienced in the use of desktop and web GIS systems and 

data manipulations toolsets. 

 

He/she will be expected to have project management experience. 

 



 
 

 

He/she will be expected to have customer facing skills, including the presentation and 

demonstration of potential solutions. 

 

He/she will be expected to have strong people skills and an ability to exercise sound 

judgement in a challenging work environment.  

 

He/she will be expected to learn about our business, our processes and systems quickly.  

A significant amount of development will be on-the-job, learning through colleagues and 

gaining knowledge and skills through experience. More formal training will also be a 

feature of the role.  

 

He/she will be expected to assist OSi to innovate and create new products/service 

solutions. 

 

He/she will be expected to have good communications skills and an understanding of 

wider GI industry trends and how they might affect OSi. 

 

He/she will be expected to foster relationships with other functional areas within OSi to 

gain an understanding of the business, contributing to and implementing the function’s 

business plans. 

 

 

3. General Duties 

 

The job of the Team Member at Level 4 is actively to contribute to the effective delivery 

of the agreed outputs of the Team through: 

 

Planning and organising work by: 

 

 Actively contributing to the development of the Team Work Plan 

 Ensuring delivery of outputs to agreed time-table and quality standards with all 

necessary supporting material 

 Planning and prioritising work activity in consultation with Team Leader as 

necessary 

 Ensuring the necessary resources are to hand 

 Reporting progress against agreed plans and proposing solutions to identified 

threats 

 

Contributing to the success of the Team by: 

 

 Co-operating willingly with other team members to meet the needs of the team’s 

customers 

 Actively supporting, encouraging and advising other team members 

 Engaging openly in team discussions 

 Honouring commitments made to colleagues 



 
 

 

 Keeping other team members informed about own work and consulting about 

proposed activities 

 Constructively giving and receiving feedback within the team 

 Playing a full part in resolving conflict 

 Demonstrating understanding of the need for confidentiality as appropriate 

 

Communicating by: 

 

 Demonstrating effective listening skills encouraging others to share 

 Gathering, storing and sharing relevant information 

 Providing accurate information on time on request 

 Showing ability to choose appropriate means of communication 

 Communicating clearly, concisely and convincingly both in writing and orally 

 

Ongoing Development by: 

 

 Making researched and well-defined proposals for improvements in process or 

technology 

 Actively seeking out new developmental challenges 

 Taking individual responsibility for activities and constantly striving to improve 

performance 

 

2. Competencies 

 

The following competencies have been identified as being essential for effective 

performance of this role: 

 

Interpersonal & Communication Skills 

 

 Modifies communication approach to suit the needs of a situation/ audience 

 Actively listens to the views of others 

 Negotiates, where appropriate, in order to reach a satisfactory outcome 

 Maintains a focus on dealing with customers in an effective, efficient and 

respectful manner 

 Is assertive and professional when dealing with challenging issues  

 Expresses self in a clear and articulate manner when speaking and in writing 

 Openness to Change 

 

Teamwork 

 

 Shows respect  for colleagues and co-workers 

 Develops and maintains good working relationships with others, sharing 

information and knowledge, as appropriate 



 
 

 

 Demonstrates an understanding of interpersonal differences and seeks to resolve 

conflict within the team 

 Willingness to share information and knowledge, including giving and receiving 

feedback with other team members 

 Offers own ideas and perspectives 

 Understands own role in the team, making every effort to play his/her part 

 

Analysis & Decision Making 

 

 Effectively deals with a wide range of information sources 

 Understands the practical implication of information in relation to the broader 

context in which s/he works – procedures, divisional objectives etc. 

 Identifies and understands key issues and trends 

 Draws accurate conclusions and makes balanced and fair recommendations 

 

Delivery of Results 

 

 Takes ownership of tasks and is determined to see them through to a satisfactory 

conclusion 

 Is logical and pragmatic in approach, setting objectives and delivering the best 

possible results with the resources available 

 Constructively challenges existing approaches to improve efficient customer 

service delivery 

 Accurately estimates time parameters for their allocated projects, making 

contingencies to overcome obstacles 

 Minimises errors, reviewing learning and ensuring remedies are in place 

 Maximises the input of own team in ensuring effective delivery of results 

 Ensures proper service delivery procedures/protocols are in place and implemented 

 

Drive and Commitment 

 Is committed to the role, consistently striving to perform at a high level  

 Demonstrates flexibility and openness to change 

 Is resilient and perseveres to achieve objectives despite obstacles or setbacks 

 Ensures that customer service is at the heart of own/team work 

 At all times, acts with integrity and encourages this in others 

 

 

 
 

 



 
 

 

Technical Expertise 

 

 Relevant technical experience, including support work in a similar 

environment.   

 A professional who can instil confidence in both colleagues and customers 

and be accepted as an ‘expert’ in the type of systems in use at OSi. 

 Knowledge and expertise in the ESRI ArcGIS platform and FME software. 

 An understanding of modern web service developments and related 

technologies. 

 Project Management experience. 
 

 

3. Additional Requirements & Qualifications 

 
a) Character:  He/she must be of good character 

 

b) Health:  A candidate for and any person appointed to or holding this post 
must be in a state of health such as would indicate a reasonable 

prospect of ability to render regular and efficient service; and must, 

if requested to do so, attend any medical examination (including x-
rays and/or special test(s)) and undertake any remedial action 

required 

c) Experience/ 
Qualifications  
 Essential requirements: 

Candidates should have a Degree in GIS or a related field 

combined with an enthusiasm to acquire ongoing learning and 
professional development. 

 

Candidates will also require a working knowledge and expertise 
in both the ESRI ArcGIS platform and FME software.  

 
Desirable Requirements: 

 An understanding of modern web service developments 

and related technologies 

 Project management experience. 

  
 

d)  Legal: He/she must be authorised to be engaged in paid employment in 

the State for the duration of your contract with OSi.  Please see 
Appendix 1 for further information. 

 

 e) Other: Willingness to travel away from OSi Headquarters as 

required.  An enthusiasm to acquire ongoing learning and 

professional development. 
 

 
 



 
 

 

 

PRINCIPAL CONDITIONS OF SERVICE 

 

The position will attract a salary scale of: €35,412 - €37,715 - €39,236 - €40,177 - 

€41,009 - €41,807 - €42,584 - €43,395 - €44,920 - €46,220 - €47,513 - €48,830 - €50,152 

- €51,396 (1st LSI) - €52,959 (2nd LSI) PPC scale 

 

This position is for a fixed term of three years and will be subject to an initial 

probationary period of one year’s satisfactory service. 

 
FORMAT OF THE COMPETITION 

 

Applications must be made on the official application form and all sections must be 

completed in full. When completing the application form accuracy is essential as shortlisting 
will be on the basis of information supplied.  Therefore it is in your own interest to ensure that the 

information supplied in all sections of the application form is correct, accurate and in as much 

detail as possible.  Completed application forms must be returned to hrvacancies@osi.ie not later 

than 12 noon on Tuesday 2
nd

 May 2017.  Email should be clearly identified as ‘Level 4 GIS 

Specialist”. 

 

 
The admission of a person to a competition, or invitation to attend an interview, is not to be taken as 

implying that Ordnance Survey Ireland is satisfied that such person fulfils the requirements of the job 

or is not disqualified by law from holding the position and does not carry a guarantee that your 

application will receive further consideration.  It is important therefore, for you to note the onus is on 
you to ensure that you meet the eligibility requirements for the competition before attending for 

interview.  If you do not meet these essential entry requirements but nevertheless attend for interview 

you will be putting yourself to unnecessary expense as Ordnance Survey Ireland will not be 
responsible for refunding any expenses incurred. 

 

Following the shortlisting procedure the competition will consist of a competitive interview. 
 

Interviews shall be conducted by Board(s) set up by Ordnance Survey Ireland.  The Board(s) will 

assess the merits of candidates (except insofar as they are assessed otherwise) in respect of 

matters referred to in the prescribed Qualifications and any other relevant matters. 
 

The onus is on all applicants to make themselves available for the interview on the date(s) specified 

by OSi and to make whatever arrangements are necessary to ensure that they receive communications 
sent to them at the address and email specified on their application form.  

 

Before making its final assessment a Board may recall a candidate for further questioning.  Any 
such further attendance shall be regarded as part of the interview.  Only candidates who reach 

such a standard as the Board considers satisfactory in the competitive interview shall be 

considered for selection. 

 
 

 

 
 

mailto:hrvacancies@osi.ie


 
 

 

 

Before being recommended for appointment candidates shall satisfy the Board that they possess 

the requisite knowledge and ability (including a high standard of suitability) for the proper 

discharge of the duties of the position. 
 

OSi may, at its discretion, select and recommend another person(s) for appointment on the results of 

this competition if the person recommended for appointment does not accept the appointment or, 
having accepted it, relinquishes it. 

 

GENERAL INFORMATION: 
 

OSi will not be responsible for any expense, including travelling expenses, candidates may incur 

in connection with their candidature. 

 
Candidates shall undergo such medical examinations (which include X-Ray and/or other special 

tests) as OSi considers necessary.  Medical Examiners will be nominated by OSi. Candidates will 

not be required to pay the fee for any general medical examination or, unless OSi determines 
otherwise, the fee for any examination by a medical specialist or for any X-Ray or special test. 

Candidates must comply, at their own expense, with such remedial requirements OSi considers 

necessary. 

 

EQUALITY: 

 

Ordnance Survey Ireland is committed to a policy of equal opportunity. 

 

CONFIDENTIALITY: 

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

strict confidence.  All enquiries, 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. 
 

 

CLOSING DATE: 
 

Completed application forms must be forwarded by email to hrvacancies@osi.ie or by post direct 

to Kim Mahady, Ordnance Survey Ireland, Phoenix Park, Dublin 8, D08 F6E4 
not later than 12 noon on Tuesday 2

nd
 May, 2017 Email should be clearly identified as “Level 4 GIS 

Specialist” in the subject box. 

 
An application form sent by post should be posted in sufficient time to ensure delivery by this 

deadline.  Allegations of loss or delay will not be considered unless supported by a Certificate of 

Posting.  The onus is on the candidate using the internal post system to ensure applications arrive on 

time. 
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CANDIDATE’S OBLIGATIONS: 

 
Candidate’s must: 

 Have the knowledge and ability to discharge the duties of the post concerned 

 Be suitable on the grounds of character 

 Be suitable in all other relevant respects for appointment to the post concerned 

 

And if successful, they will not be appointed to the post unless they: 

 Agree to undertake the duties attached to the post and accept the conditions under which the 

duties are, or may be required to be, performed 

 Are fully competent and available to undertake, and fully capable of undertaking, the duties 

attached to the position. 

 
Candidates must not: 

 Knowingly or recklessly provide false information 

 Canvass any person with or without inducements 

 Interfere with or compromise the process in any way 

 

A third party must not personate a candidate at any stage of the process. 

Any person who contravenes the above provisions or who assists another person in contravening the 
above provisions is guilty of an offence.  A person who is found guilty of an offence is liable to a 

fine/imprisonment. 

In addition, where a person found guilty of an offence was or is a candidate at a recruitment process, 
then; 

 Where he/she has not been appointed to a post, he/she will be disqualified as a candidate and 

 Where he/she has been appointed subsequently to the recruitment process in question, he/she 

shall forfeit that appointment. 

 
 

DEEMING OF CANDIDATURE TO BE WITHDRAWN: 

 

Candidates who do not attend for interview or medical examination when and where required by 
OSi, or who do not, when requested, furnish such evidence as OSi requires in regard to any 

matter relevant to their candidature, will have no further claim to consideration. 

 

DATA PROTECTION ACT, 1988/2003: 

When your application form is received, we create a record in your name which contains much of the 

personal information you have supplied.  This personal record is used solely in processing your 

candidature.  Such information held is subject to the rights and obligations set out in the Data 
Protection Acts 1988 and 2003.  You are entitled under this Act to obtain, at any time, a copy of 

information held about you.  By lodging your application form you consent to any processing of your 

personal data, including sensitive personal data, by us. 
 

NOTIFICATION OF RESULTS: 

Please note that all candidates will be notified of by email and therefore should provide an email 
address on their application.   

 



 
 

 

 

REVIEW/APPEALS PROCESS: 

OSi will consider requests for review in accordance with the provisions of the codes of practice 

published by the CPSA (Commission for Public Service Appointments).  A candidate can seek a 
review by a person in the organisation 

 

As an alternative to the above, it is open to a candidate to seek to have the matter resolved on an 
informal basis as set out below.  If a candidate remains dissatisfied following any such discussion it is 

open to him/her to seek a formal review. 

 
The codes of Practice are available on the website of the Commission for Public Service 

Appointments, www.cpsa.ie)  

 

Informal Process: 
The candidate can avail of the Informal Review within 5 working days of notification of the initial 

decision, the Commission recommends that this informal stage involve a meeting or telephone 

conversation between the candidate and a representative of the Chief Executive Officer who had 
played a key role in the selection process.  

 Where the decision being conveyed relates to an interim stage of a selection process e.g. 

shortlisting, the request for informal review must be received within 2 working days of the 

date of receipt of the decision. 

 Where a candidate remains dissatisfied following any such informal discussion, he/she may 

adopt the formal procedures set out below. 

 If the candidate wishes the matter to be dealt with by way of a formal review, he/she must do 

so within 2 working days of the notification of the outcome of the informal review. 

 

Formal Process: 

 The candidate must address his/her concerns in relation to the process in writing to the Chief 

Executive, setting out those aspects of the action or decision in relation to his/her candidature 

that he/she wishes to have reviewed. 

 A request for review must be made within 10 working days of the notification of the initial 

decision where the decision relates to an interim stage of a selection process, the request for 
review must be received within 4 working days. 

 Any extension of these time limits will only be granted in the most exceptional of 

circumstances and will be at the sole discretion of the Chief Executive. 

 The Chief Executive should issue a written acknowledgement to the candidate within three 

working days of receipt of the request for a formal review. 

 The case should be reviewed by a person who has not been associated directly with the 

decision in question. 

 The person or people conducting the formal review (the ‘reviewer’ or reviewers’) should 

consider any written submissions made by the candidate, and all other relevant information.  

This includes any emails, notes or memoranda held by the Chief Executive in respect of the 

selection process. 

 Where necessary, the reviewer may speak with the personnel of the Chief Executive involved 

in the selection process, and with the candidate, to collect further information. 

 The outcome must generally be notified to the candidates within 25 working days of receipt 

of the complaint or request for review.  If the investigation does not produce a decision within 

this time, the reviewer must keep the candidate informed of the status of the review and the 
reasons for the delay. 

http://www.cpsa.ie/


 
 

 

 

Where a formal review of a recruitment and selection process has taken place under Section 7 of the 

Code of Practice, a complainant may not seek a further review of the same process under Section 8, 

other than in the most exceptional circumstances that will be determined by the Commission at its 
sole discretion.   Section 8 involves complaints where a candidate may believe that there was a breach 

of the Code of Practice that may have compromised the integrity of the decision reached in the 

appointment process.  This complaints process enables candidates (or potential candidates) to make a 
complaint to the Chief Executive in the first instance and to the Commission subsequently on appeal 

if they remain dissatisfied.  Further information can be found at www.cpsa.ie.  

 
 

Candidates should note that canvassing will disqualify. 

 

  

http://www.cpsa.ie/


 
 

 

Appendix 1. 

EU/EEA Nationals 

 

EU/EEA nationals who do not require work permits / visas / authorisations are nationals of the following 

countries: Austria, Belgium, Denmark, Finland, France, Germany, Greece, Ireland, Italy, Luxembourg, The 

Netherlands, Portugal, Spain, Sweden, United Kingdom, Cyprus, Czech Republic, Estonia, Hungary, 

Latvia, Lithuania, Malta, Poland, Slovakia, Slovenia, Norway, Iceland, Liechtenstein, Switzerland, 

Bulgaria and Romania. 

 

Non- European Economic area applicants who reside within the State 

 
In order that OSi can process your application it will be necessary for you to submit the following 

documentation. 

 

A scanned copy of your passport showing your identification i.e. the first page of your passport showing 

your photograph and personal details and current immigration stamp showing you have permission to be in 

this State. 

 

And 

 

A scanned copy of your current Certificate of Registration (GNIB card) showing Stamp 1, Stamp 4 / 

4EUfam, Stamp 5 

 
Or 

 

A scanned copy of your current Certificate of Registration (GNIB card) showing Stamp 3 and scanned 

copies of the following: 

 

 Marriage/Civil Partnership Certificate 

And 

 Spouse’s passport showing their identification and current immigration stamp and their current 

GNIB card showing Stamp 1, 4 or 5 

Or 

 If your spouse holds a Stamp 2 for the purposes of PhD study, please include a copy of their 

passport showing their identification and current immigration stamps and their current GNIB card 

showing Stamp 2 and documentary evidence from the relevant educational institution showing 

that they are a PhD student. 

Applications that are not accompanied by the above documents where necessary will be considered 

incomplete and will not be processed any further. 

This means that your application will not be submitted for the shortlisting procedure and subsequent 

invitation to interview. 

For more details on EEA countries please visit the Department of Jobs, Enterprise and Innovation website 

www.djei.ie  

 

Personal Public Service Number (PPS Number) 

 

In order to work in Ireland you should have a PPS Number.  This is a unique reference number that is used 

by the employer to make the required tax and social insurance contributions on your behalf.  You can apply 

for a PPS Number through the Department of Social Protection.  You can find more detailed information 
about this at the following web pages: http://www.welfare.ie/en/Pages/ppsn.aspx 

http://www.djei.ie/
http://www.welfare.ie/en/Pages/ppsn.aspx

