
MY CAREER PATH
ADEOLA



Adeola is an 
Administrative 
Officer in the 
Human Resources 
division of the 
Department  
of Justice.

“Trust yourself, ask questions 
and it’s okay to reinvent 
yourself and change goals 
or expectations. You can 
achieve whatever you set 
your mind to and there are 
different pathways to  
doing so.”

I got my first job right after university in a 
private organisation as HR administrator 
and I enjoyed the role. I also worked in a 
charity which involved a lot of travel and 

meeting people.

I then moved to the UK where I worked for the 
BBC as HR Adviser. This sparked my interest in 
public service and deepened my passion for 

business education.

I got into UCD Business School to study for 
a master’s in human resources and later 
applied for a clerical officer role in the  

Civil Service.

I always had an interest in the civil service 
and my clerical officer role opened my 

eyes to the huge contributions I can make 
and the great opportunities  

available to me.

What attracted me to the civil service is the 
opportunity to make a difference, work on 
interesting and challenging societal issues,  
and contribute to society where I like and  

call home. Also, the wide range of  
development options, work life balance  

and on the job training.

I started working in the Courts Service and 
then moved on to HR in An Garda Síochána. 
The competition for Administrative Officer 
came up and I applied and got a role in the 

Department of Justice.

A typical day is not all that typical; I could 
be talking to external stakeholders in 

developing a project or programme, or 
writing a policy document, organising 
wellbeing events or working with the 

team on all things HR.

During my career I have been able to develop 
new skills such as management, flexibility and 

adaptability, a strong work ethic, and creativity. 
The skills required for my role include research, 

analysis and decision-making, interpersonal  
and communication skills, leadership,  

and specialist knowledge.

I would recommend a career in the civil 
service. With the education and development 
opportunities on offer, you gain experience in 
challenging roles and progress in your career 

while making a positive impact in society.  
You also build a great network that you will 
take from one role to the next and that will  

last you a lifetime.



Job Specification – Administrative Officer  
DEPARTMENT Department of Justice

SALARY Starting at €33,053 per annum *subject to chang

ROLE DESCRIPTION  

The Administrative Officer (AO) is the main graduate recruitment grade for the Civil Service and provides successful candidates with the opportunity to progress to middle 
management. As an AO, you would have a crucial role in policy and strategy formulation across the spectrum of economic, financial, international, environmental and social 
issues. You will also have the opportunity to gain a deep understanding of the development and implementation of government policy over a period of time.

As the business, economic and social environment becomes more complex and demanding, there is an increasing need to ensure that a wider range of skills is available 
within Departments and Offices. The Public Appointments Service (PAS) are looking for people with the potential to take on high level responsibilities in the management 
of public services and the analysis of public policy issues who possess particular qualifications, skills and competencies in the following areas:

• General (any academic discipline)
• Human Resources
• Business/Finance
• Health Policy Analyst

Note: the qualifications, skills and competency areas are subject to change

ROLE DESCRIPTION

Essential
Applicants for this position must, on or before the closing date:
(i) Hold a first or second class honours degree (minimum of Level 8 on the National Framework of Qualifications)
 And
(ii) Demonstrate the competencies for this role. It is expected that from the outset, newly recruited graduates will be able to make a substantive contribution to the work of 
the Public Service.  
Note: Applicants for the specialist streams must have a minimum Level 8 qualification (first or second class primary Honours Bachelor Degree level) specific to the area for 
which they are applying.
In addition to having achieved a high standard of education, effective AO candidates should demonstrate:

• excellent communication (oral and written), presentation and interpersonal skills
• the capacity to carry out research, analysis and problem solving
• experience of effective team-working and delivering to tight deadlines
• the capacity to work in a multidisciplinary environment and exhibit leadership potential
• the capacity to show initiative while working with minimal supervision
• evidence of working on projects and producing results within budget and deadlines.

Desirable
• Working knowledge of foreign languages, especially Arabic, Japanese, Mandarin, Russian, French, German, Portuguese and Spanish.
• Experience of international relations, economic and trade promotion and development cooperation.



Job Specification – Administrative Officer  

APPLICATION PROCESS 

1. Application
2. Online Assessment Questionnaire
3. Short Listing
4. Work sample test


