LAOIS COUNTY COUNCIL

COMHAIRLE CHONTAE LAOISE

MUSIC SCHOOL CO-ORDINATOR 

(Temporary Contract – 1 year duration)
QUALIFICATIONS

1. CHARACTER

Candidates shall be of good character.

2. HEALTH

Each candidate must be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.
3. EDUCATION, TRAINING, EXPERIENCE, ETC.

Each Candidate must, on the latest date for receipt of completed application forms: 

(a) a good standard of education;

(b) organisational, operational and strategic planning experience;

(c) relevant experience and knowledge of musicianship;

(d) competence in the use of office administration systems;

(e) Candidates must hold a current full driving licence in respect of category B vehicles or equivalent in the EU Model Driving Licence on the latest date for the receipt of completed applications.

An Arts Administration qualification or Arts Management experience desirable.

Laois School of Music
Laois School of Music was established in September 2001, when Laois County Council identified a significant need for the provision of musical education in the Midlands region. The Board of Laois School of Music Ltd is operated via a partnership approach, with a number of partners including Laois County Council (Chair), Laois/Offaly ETB and other members. The development of music is one of the principal objectives under several Laois Arts Plans and Laois County Council, with assistance from Laois/Offaly ETB and the Arts Council, prioritised this art form in establishing Laois School of Music Ltd.
Laois School of Music Ltd has developed from a zero base to its present position of approximately 400 students, 14 part-time specialised Music teachers and a full-time Co-ordinator. In providing quality tuition in Piano, Guitar, Strings, Woodwind, Voice, Percussion, Kindermusic, Junior and Leaving Cert Music, Laois School of Music has become a recognised Centre of Excellence for Laois and the surrounding counties. There is a thriving Orchestral programme in place, with up to 60 members age 8 to 18, who play as a Junior Orchestra (Orpheus), a Senior Ensemble and as a combined Youth Orchestra for larger events.
With the addition of Music Generation Laois in 2012, music education as a service in County Laois has grown exponentially, with a combined total of 650 service users availing of music tuition on a weekly basis. 

ROLE:

The role of Laois School of Music Coordinator will involve:

· Coordination of all aspects of Laois School of Music Ltd and its continued development and growth of its student body.

· Administration, monitoring, reporting, resource and financial management, event management and other aspects of the School of Music operations.

· Provision of support to the Board of Laois School of Music Ltd.

· Developing and providing internal and external communications, using relevant and up-to-date communication tools.

· Promotion of music among families and the wider community in Laois, including audience development.

· Working in partnership with Music Generation Laois on collaborative programmes and local tuition centre management, where appropriate.
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PARTICULARS OF THE POSITION

1. This position is available on a whole time, temporary contract basis for a period of one year.

The holder of the office shall not engage in any gainful occupation, other than as an officer of a local authority, to such an extent as to impair the performance of his or her duties as an officer of a local authority or in any occupation which might conflict with the interests of the local authority or which might be inconsistent with discharge of his or her duties as a local authority officer.

2. PROBATION:

Where a person who is not already a permanent employee of a local authority is appointed, the following provisions shall apply:

(a)
there shall be a period after such appointments take effect, during which such person shall hold such post on probation;

(b)
such period shall be six months but the Chief Executive may, at his/her discretion, extend such period,

(c)
such person shall cease to hold the post at the end of the period of probation, unless during such period, the Manager has certified that the service of such person is satisfactory.

3. SALARY:

The salary shall be fully inclusive and shall be as determined from time to time.  The holder of the office shall pay to the local authority any fees or other monies (other than inclusive salary) payable to and received by him/her by virtue of his/her office or in respect of services which he/she is required by or under any enactment to perform.

Salary:  €41,625 - €49,990 LSI 2. 
In accordance with EL02/2011 persons who are not serving Local Authority employees must be placed on the minimum of the scale.  Where a person being appointed is a serving Local Authority employee normal starting pay rules will apply. The rate of remuneration may be adjusted from time to time in line with government policy.

4. The Employee is expected to work 37 hours per week, and to work at night and/or weekends as required.  The base for employment is the Laois County Council’s Arts Office.
5. DRIVING LICENCE:
You may on occasion be required to use your car on official business.  In such situations you must hold a current clean driver’s licence and have available adequate means of transport.  

If, during your employment, your licence is revoked, even temporarily, or if you receive endorsements on your licence which may affect your duties you are obliged to notify the Council immediately.
6.
DUTIES:
The duties shall be such as shall be assigned by the local authority from time to time and shall include:-

· Provision of clerical/administrative services as is required by the Local Authority in the Arts Section.

· Coordination of all aspects of the Laois School of Music in conjunction with the Arts Office.

· Responsibility for the administration of the school, time table classes, examinations and performances.

· To actively pursue opportunities for students of the school, including performances, master classes, workshops, further study, etc.

· Marketing and public relations/internal and external communications.

· Development and artistic direction of the various established orchestras and ensembles of Laois School of Music Ltd. 

· All aspects of Financial Management in the administration of Laois School of Music Ltd including annual audit.

· Management of and liaison with teaching staff and caretaker, including recruitment where appropriate.

· Ensuring welfare and safety of students.

· Pursue fundraising, grant aid and sponsorship opportunities to ensure financial viability of Laois School of Music Ltd.

· Any other duties pertaining to the Arts Section as may be assigned from time to time, including general administration.

· Support the Board of Directors of Laois School of Music Ltd and related administration, including ensuring compliance with the Memorandum and Articles of Association of the Company and implementation of the policy and decisions made by the Board of Directors.

· To ensure that all financial and legal requirements of the Company are carried out as required by law
7. 
RECRUITMENT:
Selection of candidates for appointment shall be by means of a competitive interview.

· Competitive Interview
The competitive interview shall be conducted by or on behalf of the local authority.

· Shortlisting
The local authority may decide, by reason of the number of persons seeking admission to a competition, to carry out a short listing procedure.  The number of persons to be invited, in these circumstances, to interview, shall be determined by the local authority from time to time having regard to the likely number of vacancies to be filled.  Short listing will be based on qualifications, relevant experience and information submitted on the application form.

· Panels
A panel may be formed on the basis of the interviews from which the Music School Co-ordinator will be employed.  

· References/Documentary Evidence
Each candidate may be required to submit as references the names and addresses of two responsible persons to whom he/she is well known but not related.

Candidates may be required to submit documentary evidence to the local authority in support of their application.

8.  
RETIREMENT AGE:

The Single Public Service Pension Scheme (“Single Scheme”) as provided by the Public Service Pensions (Single Scheme and Other Provisions) Act 2012 commenced with effect from 1st January 2013. The act introduces new pension and retirement provisions for new entrants to the public service appointed on or after 1st January 2013.  Pension age set initially at 66 years; this will rise in step with statutory changes in the SPC age to 67 years in 2021 and 68 years in 2028.  The compulsory retirement age of 70 applies. Otherwise the retirement age of the relevant Scheme applies.
9.
RESIDENCE:

The holder of the post shall reside in the district in which his/her duties are to be performed or within a reasonable distance thereof.

10.  SUPERANNUATION:
     The superannuation contributions of relevant scheme will apply.

11.

COMMENCEMENT:

The local authority shall require persons to whom an appointment is offered to take up such appointment within a period of not more than one month and if they fail to take up the appointment within such period or such longer period as the local authority in its absolute discretion may determine, the local authority shall not appoint him/her.

12.

GARDA VETTING:
Garda vetting may be sought in respect of individuals who come under consideration for appointment. 

