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Marine Institute Job Description  

Position 
Temporary Administrative Assistant (Executive Officer) – 
Marine Spatial Planning / Marine Strategy Framework 
Directive Teams 

Contract Temporary Specified Purpose contract for duration of up to 
31 December 2023 – DHP&LG Funded 

Service Group Marine Environment & Food Safety Services - MEFSS 

Location MI HQ, Rinville, Oranmore, Galway 
 

Brief Description of the Marine Institute: 

The Marine Institute is a non-commercial, semi-state body, which was formally established by statute 
(Marine Institute Act, 1991) in October 1992. 
 
Under the Act, the Marine Institute was given the responsibility: 

 “to undertake, to co-ordinate, to promote and to assist in marine research and development and to 
provide such services related to marine research and development, that in the opinion of the Institute 
will promote economic development and create employment and protect the marine environment.” 

The Marine Institute is the national agency responsible for marine research, technology, development 
and innovation (RTDI).  The Marine Institute seeks to assess and realise the economic potential of 
Ireland’s 990,000 km2 marine resource; promote the sustainable development of marine industry 
through strategic funding programmes and scientific services; and safeguard the marine environment 
through research and environmental monitoring. The Institute works in conjunction with the 
Department of Agriculture, Food and Marine (DAFM) and a network of other Government 
Departments, semi-state agencies, national and international marine partners. 

Our vision - The Marine Institute, as a global leader in ocean knowledge, empowering Ireland and its 
people to safeguard and harness ocean wealth. 

Our Mission - The Marine Institute, provides government, public agencies and the maritime industry 
with a range of scientific, advisory and economic development services that inform policy-making, 
regulation and the sustainable management and growth of Irelands’ marine resources. The Institute 
undertakes, coordinate and promotes marine research and development, which is essential to 
achieving a sustainable ocean economy, protecting ecosystems and inspiring a shared understanding of 
the ocean.  

In order to achieve this vision, the MI has six service areas; (1) Ocean Science and Information Services, 
(2) Marine Environment & Food Safety Services, (3) Fisheries Ecosystems Advisory Services, (4) Irish 
Maritime Development Office, (5) Policy, Innovation and Research Support Services, and (6) Corporate 
Services. 

The Marine Institute 5 Year Strategic Plan (2018 to 2022) is available here. 

 

https://www.marine.ie/Home/site-area/about-us/corporate-strategy
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Harnessing Our Ocean Wealth (HOOW) is Ireland’s Integrated Maritime Plan (see 
www.ouroceanwealth.ie). HOOW sets out a roadmap for the Government’s vision, high level goals and 
integrated actions to enable Ireland’s marine potential to be realised. As part of the implementation of 
HOOW, the Government published in 2017 the National Marine Research & Innovation Strategy 2017-
2021. 

Brief Description of Service Groups: 
This position will be based in Marine Environment & Food Safety Services (MEFSS) supporting the 
Section Manager with responsibility for delivery of the Service Level Agreement led outputs and the 
team - but will have significant interactions and technical support from the other service areas within 
the Marine Institute particularly FEAS and OSIS. 
 
Profiles of these service areas are summarised below.   
 
Marine Environment & Food Safety Services (MEFSS) 
MEFSS provides government agencies, industry and other clients with food safety, environmental and 
fish health scientific services, primarily through the implementation of monitoring programmes and 
research programmes and the provision of advice and regulation. These services are largely in support 
of the remit of our parent department, the Department of Agriculture Food and Marine (DAFM), and 
also support other departments and agencies such as the Department of Housing Planning and Local 
Government (DHPLG), the Environmental Protection Authority (EPA), the Department of 
Communications, Climate Action and Environment (DCCAE), the Seafood Protection Agency (SFPA), the 
National Parks and Wildlife Service (NPWS), and the Food Safety Authority of Ireland (FSAI)—amongst 
others.  
In addition to these roles, and particularly relevant to this advertised post, MEFSS coordinates the 
provision of scientific and technical support from across the MI for the development and 
implementation of the Marine Spatial Planning Directive 2014/89/EU (MSP) for Ireland, which is to be 
produced by the DHPCLG.   Under the Marine Strategy Framework Directive 2008/56/EC (MSFD), 
MEFSS also supports DHPLG through data collection and reporting on MSFD descriptors 2, 5, 8 and 9, in 
coordination with reporting on other descriptors led by other service groups within the MI, in 
particular FEAS.   
 
Fisheries Ecosystem Advisory Services (FEAS) 
The FEAS mission is to assess, research and advise on the sustainable exploitation of the marine 
fisheries resource and research and advise on sustainable marine aquaculture. The Service group 
operates a significant part of their services from the headquarters in Oranmore. Co Galway with 
additional port based facilities and a major research facility at Newport, Co Mayo.  
FEAS scientific services are focused on the Seafood Sector which makes a significant contribution to the 
Ireland’s Ocean Economy. Our key client is the Department of Agriculture Food and the Marine 
(DAFM). The services provided are focused on scientific support to key marine policy areas such as the 
Common Fisheries Policy, the MSFD, NATURA 2000 and Marine Aquaculture. FEAS also undertake a 
wide range of research focused on ecosystem understanding that will inform the advisory needs of the 
future.  
 

http://www.ouroceanwealth.ie/
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FEAS staff spend a considerable amount of time at sea on commercial fishing vessels and on research 
vessel surveys carried out on the RV Celtic Explorer and RV Celtic Voyager. A key output of FEAS is the 
annual Stock Book and the annual Shellfisheries Stock Book. These provide the latest assessment and 
scientific advice for the resources exploited by Irish vessels and is a key reference for the Governments 
sustainability assessment presented annually to the Oireachtas.  
 
Ocean Science and Information Services (OSIS)  

The mission of OSIS is “To provide scientific, operational and analytical support and services to strategic 
RTDI and statutory monitoring programmes (at national and international level) to promote and 
support the sustainable development of Ireland’s marine resources” 

Ocean Science and Information Services incorporates: 

• Information Services & Development 
• Advanced Mapping Services 
• Research Vessel Operations 
• Oceanographic Services 
• Research Infrastructures 
• Operational elements of Discovery R&D Programmes including: 

o Advanced Technology 
o Ocean Energy 

Information Services & Development (IS&D) 

Information Services & Development (IS&D) is responsible for the co-ordination of data activities and 
the provision of information technology. Information Services & Development section provides 
coordination and direction for ICT and data technologies and process development. IS&D are made up 
of three teams: 

– Data Management: The Data Management team provides guidance and support to promote best-
practice management of the Institute’s scientific data assets. This includes storing data in central 
databases, facilitating access to data through catalogues and a variety of data services. The team works 
with groups throughout the organisation to promote best practice in data process and technology. The 
team is also focused on development of connectivity with national and international data networks 
and also engaging with research programmes at national and international level. 

– Application Development and Deployment: The Application Development team manages software 
development and systems integration services in support Institute operational and research activities. 
In particular the team focuses on supporting operational activity where off-the shelf solutions are not 
available. 

– IT Operations and Systems: This team continually develops the Institute’s ICT infrastructure to ensure 
it operates in a reliable and efficient manner and that it has the capacity to support changing 
requirements for operational and advanced research activities. 
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Summary of the Role: 

The successful candidate will work closely with the Marine Spatial Planning / Marine Strategy 
Framework Directive Section Manager and cross service based team and colleagues in the MI to deliver 
an agreed set of outputs detailed in a Service Level Agreement with DHP&LG and DAFM. The 
programme aims to provide spatial planning advice in relation to implementation of the MSP directive 
and matrix manage a team of scientists and data management experts in the delivery of products 
required under the MSP and the MSFD.   
 
You will support the programme related activities with the provision of Administrative support to the 
MSP Section Manager and individuals delivering on MSP and MSFD for the DHPLG and the Department 
of Agriculture Food and Marine (DAFM).    
    

Background to the Requirement 
The MSFD establishes a framework within which European Union Member States are required to take 
necessary measures to achieve or maintain ‘good environmental status’ (GES) in the marine 
environment.  The Directive aims to protect Europe’s marine waters by applying an ecosystem-based 
approach to the management of human activities, while enabling the sustainable use of the marine 
environment for present and future generations.  The MSFD requires Member States to develop 
Marine Strategies, or an ‘action plan’ for marine waters under their sovereignty and jurisdiction.  The 
strategies are required to incorporate the following: 
 
• An initial assessment of the current environmental status of national marine waters and the 

environmental impact and socio-economic analysis of human activities in these waters (Article 8); 
• The determination of what GES means for national Marine waters (Article 9); 
• The establishment of environmental targets and associated indicators to guide progress toward 

achieving GES in marine waters (Article 10); 
• The establishment and implementation of monitoring programmes for the ongoing assessment of 

the environmental status of marine waters and to inform the regular update of targets (Article 11); 
and 

• The development of Programme of Measures designed to achieve or maintain GES. 
 

The development of an overarching national marine spatial plan is identified as a Government policy 
objective in Ireland’s Integrated Marine Plan, Harnessing Our Ocean Wealth (HOOW) (2012). HOOW 
predates EU Directive 2014/89/EU which established an EU-wide framework for MSP and was adopted 
in July 2014. The MSP directive defined as “a process by which the relevant Member State’s authorities 
analyse and organise human activities in marine areas to achieve ecological, economic and social 
objectives”. The Directive details the main goals and minimum requirements for Member States as 
follows: 
• balanced and sustainable territorial development of marine waters and coastal zones; 
• optimised development of maritime activities and business climate; 
• better adaptation to risks; and 
• resource-efficient and integrated coastal and maritime development. 
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The government has appointed DHPLG as the competent authority via the ministerial-led Marine 
Coordination Group, to implement MSP and MSFD in Ireland, with technical support from the Marine 
Institute.  The Marine Institute, through this role and with the support of additional contractor 
solutions funded via the European Maritime and Fisheries Fund (EMFF) - is actively engaged in 
preparing technical documentation and the spatial evidence needed for a MSP.  There are a number of 
requirements and outputs to be delivered under the new MSP Directive, second cycle of the MSFD, the 
development of the Offshore Renewable Energy Development Plan (OREDP) (overseen by DCCAE), and 
the incorporation of ecosystem analysis into fisheries assessments etc. This includes infrastructure, 
competencies and organisational structures that will enable the efficient integration and utilisation of 
all sources of marine environment related data.  

The aim will be to improve decision making, governance, transparency and public perception for the 
conservation and sustainable development of the marine sector.  In recognition of this need, a 
corporate data strategy and data policy respectively outlines an architecture for data governance and 
capability development to achieve better data usability within the MI, and the policy by which future 
data would be integrated.   

The aim of the strategy is to optimise Marine Institute data resources and processes to support 
implementation of the Institute’s Strategic Business Plan goals and other government-wide efforts such 
as MSP. These goals include the delivery of scientific and technical services to its stakeholders and 
support of marine research and development through high-quality marine data and integrated 
services. 

Principal Tasks: 
• Provide administrative support to Section Manager MSP in managing delivery of the Service Level 

Agreement related outputs.  

• Track project expenditure, and provide management with updates as appropriate.  

• Assist Section Manager MSP in ensuring that all financial, reporting and administrative deadlines 
are met.  

• Organise and oversee project audits as required in the MSFD/MSP arena and projects related to 
the Service Level Agreement with DPH&LG.  

• Ensure project accounts and records are updated and archived, ensuring audit compliancy.  

• Maintain a centralised file management system with project documentation where relevant. 

• Provide administrative support to the SLA Matrix Team. 

• Provide assistance for supported projects, including preparation of publicity materials, and support 
for meetings workshops and conference as required.  

• Assist with centralising of project deliverables and reports, and liaise with Marine Institute library 
to publish onto the Marine Institute’s Online Access Repository. 

• Provide administrative and project support as requested by the Section Manager MSP. 

Any other duties suitable to the position as identified and assigned from time to time. 
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Reporting Structure: 

The successful candidate will be based at the Marine facility in Rinville, Oranmore, Co. Galway and will 
report to the Section Manager Marine Spatial Planning / Marine Strategy Framework Directive 
Programme. 

Contacts: 

Marine Institute: Assist M.I. project leads, Marine Spatial / MSFD / WFD Team members, Marine 
Spatial Section Manager, Marine Spatial Planning / Marine Strategy Framework Directive Teams. MEFS 
managers and staff, other MI manager and staff.  
 

Education, Professional or Technical Qualifications, Knowledge, Skills, Aptitudes,  
Experience,  and Training 

Essential: 

• A third level qualification in a relevant discipline.  

• Proven ability to monitor delivery milestones and support project reporting.  

• At least 18 months of post qualification work experience, ideally in research support.  

• Strong organisational and administration skills with proven attention to detail.  

• Well-organised with experience in working to multiple deadlines, identifying priorities and 
managing time effectively to ensure delivery.  

• Excellent customer service skills and the ability to build effective professional 
relationships.  

• Good verbal and written communication skills.  

• Demonstrated ability in project reporting and record keeping, ideally including financial 
records.  

• Good working knowledge of MS Office systems and of relevant online data and information 
sources. With an ability to operate to a High level of computer, in particular Word, Excel and 
PowerPoint. 

• The ability to work unsupervised and to work well with others.  

• Ideally some experience of supervising or mentoring staff. 

• Ideally with some experience with governance, procurement and auditing 

Desirable: 

• Experience in financial reporting for EU funded projects.  

• Experience of supporting audits.  

• A formal qualification in administration.  

• A full, clean Driving License.  
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Special personal attributes required for the position: 
• An ability to work in a highly organised and planned manner and to progress work 

independently.  

• Dynamic and reliable.  

• Self-sufficient while being a good team player. 

• Excellent communication and interpersonal skills. 

• Ability to work diplomatically in resolving issues with team and customers.  

• Ability to effectively communicate results of teamwork in written and audio-visual formats.  

• Solutions-oriented with good initiative and problem-solving ability. 

• Ability to meet multiple, important deadlines. 

Salary: 

Remuneration is in accordance with the Public Sector, Department of Finance approved Salary Scale for 
Executive Officer – Admin Assistant with a salary of €30,278 per annum pro-rated with time worked. 
You will become a member of the Single Public Service Pension Scheme if you are not currently a 
member of a public sector pension scheme (or have not been a member in the past six months). 
 
Annual Leave: 

The annual leave entitlement for an Administrative Assistant is 23 working days per annum prorated to 
reflect time worked. Annual leave entitlements are exclusive of Public Holidays. All leave must be 
approved by your manager or their authorised representative in advance of being taken and in line 
with Marine Institute leave policies.  
Duration of Contract: 
The contract will be issued on a temporary specified purpose basis linked to project funding for a 
maximum duration of up to 31st December 2023, depending on start date and the end date will be 
subject to availability of project funding.  A six month probationary period will apply to this role.  
How to Apply: 

A C.V. and letter of application, summarising experience and skill set applicable to the position should 
be emailed to recruitment@marine.ie or posted to Human Resources at the Marine Institute, Rinville, 
Oranmore, Galway. All correspondence for this post should quote reference MEFS / Admin Asst-SLA / 
June 2020 
 
Closing date for applications. All applications for this post should be received by the Marine Institute in 
advance of 12 noon Tuesday June 30th 2020. Please note that late applications will not be accepted. 
 
Use of Data - all personal data and the information submitted for this application will be used solely for 
the purpose of this campaign, after which it will be deleted in line with our General Data Protection 
Regulation Policy and data retention schedule. All information will be treated with the strictest 
confidence and accessed only by those involved directly in the campaign. 
 
The Marine Institute is an equal opportunities employer 

 
 

mailto:recruitment@marine.ie

