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Allayne is an 
Administrative 
Officer in the 
Child Care 
Performance and 
Social Work Unit 
of the Department 
of Children, 
Equality, Disability, 
Integration and 
Youth (DCEDIY)

“There is a huge variety of 
work in the public sector 
and civil service, and you 
can really make a difference 
in people’s lives. There is 
also great opportunity for 
professional development 
and the potential to have a 
wide and varied career”

When I finished my leaving cert, I enrolled in an 
art portfolio course as I didn’t get the courses 
that I wanted through the CAO. I went on to 
do a two-year Diploma in Film Production in 

Ballyfermot College (BCFE), which was a great 
course but the instability of the sector was  

not for me.

I worked in retail for a few years, working in 
a video rental shop, and then got a job as a 

Library Assistant in Dublin City Libraries.

I learned about working with all kinds of 
people, as library services provide important 
free services to the communities they serve.  

I also volunteered with the public sector trade 
union, IMPACT, and was involved in founding 

the Dublin City Council LGBT staff network. 

I decided to go back to college and took a 
career break to gain an Honours degree in 
Media Production Management in BCFE.  

I produced a series of video interviews with 
library users about what the services meant 
to them and wrote my thesis on street arts 

and spectacle.

Getting my degree meant that I could apply for 
the Administrative Officer competition in the 

Civil Service, and my first assignment was in the 
Department of Transport. With other staff, in 2019 

I founded Pride@Transport, the Department’s 
LGBT+ Staff Network.

During this time, I completed a Professional 
Diploma in Human Rights and Equality, in 

the Institute of Public Administration.  
In December 2021 I joined DCEDIY on 

mobility, which is where I am now!

I chose to move to DCEDIY on mobility as 
I wanted to work in an area more directly 

related to rights and equality issues. I didn’t 
always know that I wanted to work on 

rights-related issues but looking back now 
I can definitely see a thread linking all my 

professional choices together.

From volunteering for the IMPACT trade union, 
to founding LGBT staff networks, and always 

seeking out particular kinds of work it became 
clear to me over time that this was the direction I 

wanted to go.

I work with a team of social workers and civil 
service staff, and our unit is led by the Chief 
Social Worker. Our unit provides social work 

advice across the department, monitors 
TUSLA performance in relation to child welfare 

and protection and children in care, and we 
provide briefing and analysis of regulatory 

reports and the development of policy papers.



Job Specification – Administrative Officer
DEPARTMENT Department of Children, Equality, Disability, Integration and Youth

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

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   
4. Interview


