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Marine Institute Job Description 

 
 

Position 
Stagiaire: Administrative, Research & Project Support 
Graduate training opportunity 

Contract 
Temporary fixed term, fixed purpose up to a maximum 
of 50 weeks 

Service Group Policy, Innovation & Research Support Services 

Location Rinville, Oranmore, Co. 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 220 million acre 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. 
 
The vision of the Marine Institute is  
  
“ a thriving maritime economy in harmony with the ecosystem and supported by the delivery of 
excellence in our services “ 
 
In order to achieve this vision, the Marine Institute has six Service Areas; (1) Ocean Science & 
Information Services, (2) Marine Environment & Food Safety Services, (3) Fisheries Ecosystems 
Advisory Services, (4) Irish Maritime Development Office, (5) Policy, Innovation and research Services, 
(6) Corporate Services 
 
The Marine Institute 3 Year Strategic Plan (2015 to 2018) is available on; 

http://www.marine.ie/Home/sites/default/files/MIFiles/Docs_Comms/MI%20Strategic%20Business%

20Plan%20-%202015%20-%202018.pdf 

 

https://www.marine.ie/sites/default/files/MIFiles/Docs_Comms/MI%20Strategic%20Business%20Plan%20-%202015%20-%202018.pdf
https://www.marine.ie/sites/default/files/MIFiles/Docs_Comms/MI%20Strategic%20Business%20Plan%20-%202015%20-%202018.pdf
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Harnessing our Ocean Wealth (HOOW) is an Integrated Maritime Plan (IMP) for Ireland.   HOOW sets 
out a roadmap for the Irish Government’s vision, high level goals and integrated actions across policy, 
governance and business to enable our marine potential to be realised. Goal 2 of HOOW focuses on 
healthy marine ecosystems and specifically; to protect and conserve our rich marine biodiversity and 
ecosystems; manage our living and non-living resources in harmony with the ecosystem; implement 
and comply with environmental legislation (see www.ouroceanwealth.ie). 
 

Description of appropriate Service Group:  

Policy, Innovation & Research Support Services: 

Policy, Innovation and Research Support Services (PIRS) works to stimulate Irish marine research and 

to promote national and international collaboration. PIRS also carries out policy and industry 

foresight that informs policy development and supports the sustainable development of Ireland’s 

marine resources.  

Policy, Innovation & Research Support Services in made up of the following areas: 

 Marine Policy & Industry Foresight 

 Research Office 

 International Programmes 

 Advanced Marine Technology Programme. 
 

PIRS also work closely with the Atlantic Ocean Research Alliance Coordination and Support Action 

(AORAC-SA) Project, a flagship international programme to deliver key scientific objectives of the 

Galway Statement on Atlantic Cooperation.  

The PIRS Management team consists of a Director, the  AORAC-SA Project Director and the leaders of 

each of the areas listed above. 

The team works closely with the research community in Ireland to ensure maximum participation in 

international and national programmes and manages Ireland’s Marine Research Programme. The 

team also provides support to the Interdepartmental Marine Coordination Group on the 

implementation of Ireland’s Integrated Marine Plan – Harnessing Our Ocean Wealth. Ireland’s 

SmartOcean initiative is also supported by PIRS through the National Advanced Marine Technology 

Programme. 

The Working Environment: 

Work will primarily be carried out in the Marine Institute’s facility in Rinville, Oranmore, Co. Galway.  

Assignments will also be carried out at other Marine Institute locations from time to time including 

the Marine Institute’s Dublin Office in Wilton Park Place, Dublin 2. When absent from home and place 

of work on duty you will be paid appropriate travelling expenses and subsistence allowances. Before 

any motor travel is undertaken for business purposes, you will be required to carry an indemnity 

clause in your certificate of insurance for business use. 

http://www.ouroceanwealth.ie)./
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Brief Description of the Position 

The Stagiaire Programme (Marine Institute Student Programme for recent graduates) is designed to 

enable recent graduates to gain work experience in an area in which they are interested.  As part of 

Policy, Innovation and Research Support Services, you will provide clerical / administrative, desk 

research and project management support to the Director and management team. This Stagiaire 

position is an excellent training opportunity for a recent business, economics or international policy 

graduate. 

Principal Tasks: 

 
Clerical & Administration 
Provide general administrative support including: 

 Telephone support: taking messages and making calls on behalf of the Director and other 
members of the management team. 

 Diary management: making arrangements for meetings, travel, accommodation, functions 
and events. 

 Managing and responding to emails on behalf of the Director and management team as 
appropriate. 

 Photocopying, cataloguing and filling of documentation related to work programmes. 

 Assisting with the formatting and preparation of documents for publications. 

 Provide support with budget tracking both manually and electronically. 

 On an exceptional basis, provide cover to the main Marine Institute reception for which 
training will be provided 

 Any other duties assigned to this post as appropriate to the experience and expertise of the 
stagiaire. 

 
Research and Project Support  
 

 Carry out assignments which will include literature review, research and analysis across a 
range of policy/scientific disciplines. 

 Assist the Team in supporting the work of a range of national and international 
committees/fora. 

 Assist in progressing the new Marine Research & Innovation Strategy including a stakeholder 
consultation process;  

 Assist with the organisation and planning of key events, workshops, seminars and meetings 
as required 

 Assist in the preparation of communication and promotional materials as required including 
upkeep of Our Ocean Wealth Website. 

 Assist in the compilation and publication of a number of publications including the EU Funded 
Marine Research Projects Directory; 

 

Reporting Structure: 

While this is a shared resource of the Service Group, the successful applicant will report to the 

Director of PIRS or other member of the management team as may be decided by the Director. The 

allocation of Stagiaire time within PIRS will be by agreement with and at the instruction of the 

Director.  
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Contacts: 

Within the Marine Institute: 

 Director of PIRS 

 Management team  of PIRS (International Programmes, Research Office, National 
Coordinator for the Advanced Marine Technology Programme and Foresight and Planning 
Officer)  

 Chief Executive, management and staff of the Marine Institute  

External: 

 Government Departments and agencies (National and international) 

 Higher Education Institutions / Research Organisations (National and International) 

 Other national and international marine stakeholders 
 

Training 

A full range of training will be provided as required to ensure the principal tasks can be carried out. 

Training needs will be identified through the Marine Institute Performance Management and 

Development System. 

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

Essential: 

Essential: 

 A recent graduate (within the last two years) with a degree in business, commerce, economics, 
policy, science or a related subject. 

 Strong administration and organisational skills with good attention to detail. 

 The ability to be well organised and work to deadlines, managing time effectively. 

 Effective numerical and literacy skills. 

 A high level of computer literacy (Word, Excel, PowerPoint, Internet/Email). 

 Strong interpersonal skills. 

 Experience in preparing promotional or event materials including website content and use of 
other social media. 

 The ability to communicate effectively both in writing and verbally at all levels. 

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

 Experience in desk research and summary report writing. 
 

Desirable: 

 Experience providing administrative support in a research or office environment. 

 Experience coordinating/ providing support in the planning and organisation of events and 
workshops. 

 Knowledge of the marine sector and / or research environment. 

 Experience working in an international forum. 

 Experience with web based software 

 Full, clean driving licence. 
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Special personal attributes required for the position: 

 

 Dynamic and reliable. 

 Able to work without excessive guidance or support, while being a good team player. 

 Ability to work discretely with confidential information. 

 Demonstrates a high level of personal organisation and a methodological approach to record 
keeping and archiving. 

 Good interpersonal skills. 
 

Salary: 

 
Remuneration is in accordance with the Marine Institute Graduate Training Programme with a 
stipend of €21,850 per annum; pro-rated with time worked. This position does not include 
membership of the Marine Institute Pensions schemes.  
 

Annual Leave: 

 
Annual leave entitlement for a 50 week Stagiaire Programme is 22 working days pro-rated to reflect 
time worked. Annual leave entitlements are exclusive of Public Holidays 
 
 

Duration of Contract: 

 
This temporary Stagiaire Graduate Training contract will be issued on a fixed-term, fixed-purpose 
basis for up to 50 weeks with a six-month probationary period.  
 
 

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 PIRS Stagiaire Nov 2015. 
 
Closing date for Applications:  

All applications for this post should be received by the Marine Institute in advance of 16:00 on 
Wednesday 18th November 2015. Please note that late applications will not be accepted 
 
 

The Marine Institute is an equal opportunities employer 

 

mailto:recruitment@marine.ie

