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National University of Ireland, Galway

Desk-top Publisher / Education Technology Assistant, Open Learning Centre, Adult Education, Grade 3, Part Time Contract Post (20/2/12 – 20/8/2012)


Applications are invited for the post of Desk-top Publisher / Education Technology Assistant in the Open Learning Centre. The successful candidate will be responsible for designing, desktop publishing and updating, according to a strict production schedule, high quality publications pertaining to a range of Academic Programmes. This includes production of course modules, prospectuses, brochures, posters, leaflets, e-documents and adverts for print and web. It also involves the provision of desktop publishing and design services for university departments, partners and clients of the Open Learning Centre. The post holder will report directly to the Open Learning Centre Manager and will work as part of a team in this unit.

Applicants should:

· Have at least 3 years experience in a similar role (primary degree is desirable).
· Be highly creative and have the ability to work on his/her own initiative, whilst also being able to contribute effectively to team-based projects.
· Have a good working knowledge of the printing processes needed to produce high quality documentation.
· Have a good working knowledge of the processes needed to produce documentation for web.
· Have good demonstrable project management skills.
· Strong communication skills.
· Very strong organisational and file management skills.
· Accuracy and attention to detail is absolutely essential.
· Desktop publishing qualification desirable.
· Must be proficient in Graphic Design packages such as Quark Xpress, Adobe Acrobat, Adobe PhotoShop and Adobe Illustrator packages. This is a high-skills, technology-based post, which relies heavily on proficiency in these packages.
· Must be proficient on Mac and PC and in Microsoft Office (especially Word and Excel).


For informal discussions concerning this post please contact:

Salary: €32,407 - €46,525 per annum, pro-rata
	 €29,166 - €41,873 per annum, pro-rata (applicable to new entrants effective from January, 2011)

(This appointment will be made on the Grade 3 scale in line with current Government pay policy.)

Closing date for receipt of applications is 5.00pm (local time) on 2nd March 2012.
It will not be possible to consider applications after the closing date.

Further information and the application form is available from the HR Office: http://www.nuigalway.ie/aboutus/jobs/
Email: hr@nuigalway.ie Tel. 353 91 492151 Fax 353 91 494523

Candidates should submit one hard copy of their application (i.e. application form, cv, covering letter), with the names and addresses of at least three and not more than five referees to:

The Human Resources Office, (Ref:007217)
National  University of Ireland, Galway,
Galway.






JOB DESCRIPTION


	1. Job Title
	Department/Section
	Current Job Holder

	
Desk-Top Publisher / Educational Technology Assistant Grade 3

	
Adult Education, Open Learning Centre
	




	2. Role Relationships

	              
The holder has specific job contact with:

Open Learning Centre Academic Co-ordinator, module writers, module editors, tutors, OLC desk-top publisher/technology assistant and course administrators, prospective students and current students of the Open Learning Centre.
External Contact with printers, cartoonists and publishers.


	

 S/He has general contact with:
           
Other University departments and Open Learning Centre partners requiring publishing services.




Director of Adult and Continuing Education

 (
Academic
Co-ordinator
) (
OLC Manager
)
                                                                                               

 
 

 (
Course Administrators X 5
) (
JOBHOLDER
) (
Accounts
Administrator
)











	3.  MAIN PURPOSE OF JOB:

	The post holder will report directly to the Open Learning Centre Manager and will work as part of a team in this unit.
Central to the Open Learning Centre’s operational plan is the production of high quality learning materials. The post-holder will be fully responsible for designing, desktop publishing and updating, according to a strict production schedule, high quality publications pertaining to a range of Academic Programmes. This includes production of course modules, prospectuses, brochures, posters, leaflets, e-documents and adverts for print and web. It also involves the provision of desktop publishing and design services for university departments, partners and clients of the Open Learning Centre.

	4.   MAIN DUTIES AND RESPONSIBILITIES:
      (Write in perceived order of Importance)

	
1. To desktop publish course modules in line with the house-style of the Open Learning Centre and other University departments to ensure high quality printed publications. This involves thoroughly proofing all materials and maintaining a close working relationship with the authors, editors and printers throughout the production process. This role also involves advising clients and prospective clients on layout, design and possible development costs of publications.
2. To design, using mainstream graphic design packages, all promotional material pertaining to the Open Learning Centre, including prospectuses, brochures, posters, leaflets, e-documents and adverts and to regularly update these materials so as to provide accurate and up-to-date information on courses for interested parties.
3. To manage, in conjunction with the Academic Director, Centre Manager and Course Administrators, a production schedule for the academic year. This schedule ensures on-time production, ordering, printing and delivery of all promotional material and course modules for distribution to the students currently participating in the Open Learning Centre's Foundation, Certificate, Diploma, Degree and MA programmes.


	5.  SPECIAL FEATURES OF JOB:

	
· Have at least 3 years experience in a similar role (a primary degree is desirable).
· Be highly creative and have the ability to work on his/her own initiative, whilst also being able to contribute effectively to team-based projects.
· Have a good working knowledge of the printing processes needed to produce high quality documentation.
· Have a good working knowledge of the processes needed to produce documentation for web.
· Have good demonstrable project management.
· Strong Communication skills.
· Very strong organisational and file management skills.
· Accuracy and attention to detail is absolutely essential.
· Desktop publishing qualification desirable.
· Must be proficient in Graphic Design packages such as QuarkXpress, Adobe Acrobat, Adobe PhotoShop and Adobe Illustrator packages. This is a high-skills, technology-based post, which relies heavily on proficiency in these packages.
· Must be proficient on Mac and PC and in Microsoft Office (especially Word and Excel).
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APPLICATION FOR EMPLOYMENT 
ACADEMIC SUPPORT POSITIONS

	
Separate applications MUST be completed for positions with different reference numbers
Application Forms may be typed or should be written in black ink

	POSITION DETAILS

	
Post Title
	
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Desktop Publisher / Educational Technology Assistant – Grade 3 Contract Post – Part Time post – Maternity Leave


	Reference No.
	007217




	
PERSONAL DETAILS (use BLOCK LETTERS or TYPE)

	Surname

	Fore Names

	Address for Correspondence: 







	Home Address (If different from previous)

	Contact Details:
Home Telephone No:                                                            Work Telephone No:
Mobile No:                                                                             Email Address:


	Citizenship: Are you an Irish / EEA Citizen?    Yes  /   No       

	If you are not an Irish / EEA Citizen, do you have a current work permit for the Republic of Ireland ?       Yes   /  No


	Are you currently employed by NUIG ?           No   /   Yes    Employee Number (if known) :



	EDUCATIONAL INFORMATION
A. University or Other Third Level Institution

	Qualification Obtained
	Academic Institution
	Dates From
	To
	Results

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	





	
B. Second Level / Post Primary 

	Name of School / College
	Dates
From 
	To
	Certificate or Diploma Obtained
	Final Examination Subjects and Results

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



	
C. Other Qualifications: Include Memberships/Fellowships/Relevant Training Programme

	










Candidates will be required to produce evidence of qualifications on appointment



	
EMPLOYMENT HISTORY (please list positions held, starting with the most recent first)


	Name and Address of Employer and Nature of Business
	Position Held – Job Title and Nature of Duties
	Dates   From   To
	Reason for Leaving


	















































	


	
	



	Current Salary, Benefits, Allowances and Pension Arrangements
	

	Salary Scale:

	Pension Contribution:

	Current Salary:

	Other Benefits:

	Additional Allowances:

	Notice Required:



	Please indicate your reasons for seeking this post

	






















	Please outline how you meet the Criteria outlined in the Job Description for this post

	





















	Any other information that may help in assessing your application. Leisure time interests may be included here.

	




















	REFEREE INFORMATION (Please include details of your current / most recent employer in addition to two other referees. Any offer of employment will be made subject to the receipt of satisfactory references.

	Name
	Full Postal Address
	Relationship to you
	Contact details

	

	
	
	Phone:
Fax:
Email: 

	

	
	
	Phone:
Fax:
Email: 

	

	
	
	Phone:
Fax:
Email: 

	Do you require notification before your referees are contacted?                Yes     /      No

	  
APPLICANT DECLARATION

	
All information provided in this application is, to the best of my knowledge true and correct. I understand that should any of the particulars furnished in this application be found to be false or inaccurate in a material particular, will disqualify my application or may result in dismissal if employed by the University. I also fully recognise that canvassing will disqualify my application.    

PRINT NAME :                                             SIGNATURE :                                                                      DATE :	

	
Please return One (1) hard copy of your completed application to :

Human Resources Office
National University of Ireland, Galway
Galway
Ireland

Your application must include:-
· A fully completed NUI Galway application Form, with the required amount of copies enclosed.
· Cover letter and/or CV attached to each application form, if required.
· A completed acknowledgement form.  (Please contact the HR Office if you do not receive an acknowledgement of receipt by post within 7 days of submitting your application).

Please note:
· Applications must be received on or before the time and date nominated on the advertisement.
· Applications by email or fax will be rejected.
· For ease of handling, please collate and staple each copy of your application documentation at the top left hand corner and do not present your application in plastic envelopes or folders.
· The National University of Ireland, Galway accepts no responsibility for applications that are received late or lost in the post.
· If you do not adhere to the terms of application and submit all of the stated documentation with your application, the University will not process your application except in exceptional circumstances as determined by the University.










 (
Please complete anonymously:  Do not put your name on this form
)
EQUAL OPPORTUNITIES MONITORING FORM

 (
Post Reference:
 
Desk-Top Publisher / Educational Technology Assistant – Grade 3 Contract Post – Part Time Post 
Ref :
 007217
)[image: English version (240px width png) Colour]

Strictly Private & Confidential


PLEASE RETURN COMPLETED FORMS IN A SEPARATE SEALED ENVELOPE TO:
THE EQUALITY MANAGER, NUI, GALWAY

NUI Galway is committed to developing, maintaining and supporting a policy of equal opportunities for its current staff and potential staff.  In order to monitor the operation of this policy, it is necessary to collect certain key information to be used solely for the purposes of monitoring. 
Access to this information will be strictly controlled by the Equality Manager and will not be available to those considering your application for employment.  Monitoring will involve the use of statistical summaries of information in which the identities of individuals will not appear.  The information will not be available for any purpose other than equal opportunities monitoring.  Your co-operation in the completion of this form is appreciated.

1.	Are you employed by NUI Galway at present?  			Yes	   		No   	

2. 	Gender:								Female	     	         Male

3.	Civil Status:                           Single  	      Married 	       Separated  		  Divorced      
	    	  
Widowed  	  Living with Partner   	       Registered Civil Partnership         	       Other	

4.	Family Responsibility: Parent            Guardian               Carer               None	       Other

5.	Sexual Orientation:   Heterosexual                         Gay                 Lesbian                 Bisexual   

6.	Religion (if none, please indicate):      
		
7.	Age:  
								
8.	Disability includes all forms of disability, do you have any of the following listed conditions: 			
	Yes		No  

	If Yes, please indicate which of the following apply to you:

1. Physical Disability (e.g. disability affecting mobility)	
1. Sensory Disability (e.g. visual or hearing impairment)
1. Chronic illness (e.g. heart condition, bronchitis)	
1. Blood disorders (e.g. haemophilia, chronic anaemia)      
1. Mental Health Difficulty (e.g. schizophrenia)	
1. Emotional Health Difficulty (e.g. depression, phobias)
1. Severe or specific Learning Difficulties (e.g. dyslexia, intellectual/mental disability)  
1. Drug Dependency (e.g. alcohol abuse, soft drugs)          
1. Other please specify _____________________ 
(e.g. severe asthma/diabetes/epilepsy/allergies)            

9.	Ethnic Origin/Race, please state:                                               

10. 	Member of Traveller Community:              Yes		No   


Date completed: __________________________________________[image: _Pic3] (
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