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Position of Tús Supervisor is available now

Initial Fixed Term Contract to the 31 December 2026

North Tipperary Development Company delivers the Tús – Community Work Placement Programme on behalf of the Department of Social Protection. The programme provides short-term quality and suitable working opportunities for people who are unemployed, while at the same time carrying out a broad range of services of benefit to the community, and in a variety of community settings.

Conditions of Work
Supervisors will be required to work 39 hours a week.
A probationary period of 6 months will apply in this role.
The contract is temporary to the 31 December 2026.	
Location: North Tipperary	
					
Reporting to Tús/RSS Coordinator and indirectly to C.E.O. The role will involve:-

Administration and General
· To facilitate the recruitment of Participants, and to manage and process Participants’ documentation including applications, assessments, start-up forms, weekly wages, and leavers forms; This documentation is processed through an internal IT tracking system issued by the Department of Social Protection. 
· To ensure that all Participant entitlements are processed correctly for all Social Protection entitlements including fuel allowance, medical cards, budget increases and changes in circumstances;
· To ensure that Participants are in receipt of the correct Social Protection payments and that Pobal are notified immediately of any errors and to ensure that any forms or correspondence signed by Social Protection are not amended under any circumstance;
· To ensure that all information that may have a bearing on Participant payment rates is processed accurately and without delay in order to ensure that neither overpayment or underpayment situations occur;
· To implement and manage an effective time keeping record system for Participants on projects;
· To produce regular progress reports to the Manager including community work reports, advertisements and personnel reports; 
· To make recommendations on materials, and to monitor and record the use of materials purchased for use on work placements
· To maintain a personnel record for each Participant, ensuring confidentiality in relation to such records;
· To safeguard all assets, goods, and materials provided for the operation of Tús;
· To operate within the materials budget allocated; and
· To ensure that tasks operate within the terms of the Implementing Body’s insurance policies.

Community
· To work closely with the NTDC’s staff and community development officers;
· To support community groups with the implementation of their local work plans;
· To schedule, supervise, support and manage Participants in partnership with local community groups;
· To develop and maintain a good working relationship with each community liaison officer, and to maintain community project records including calls and correspondence.

Participants
· To organise with the C.E.O., the matching of Participants to work programmes based on their skills, knowledge and geographical location;
· To liaise with Pobal on behalf of the Participants with regard to weekly payments or changes in circumstances;
· To communicate effectively with all Participants;
· To deal with disciplinary and grievance matters in relation to Participants in line with NTDC’s policies;
· To pro-actively manage Participants in terms of eligibility and performance.     

Health and Safety
· To ensure, in association with the Coordinator and C.E.O. that all work carried out under Tús is done in compliance with all relevant workplace legislation and in line with current best practice, in relation to, inter alia, health and safety and measures against harassment and discrimination;
· Ensure that all work areas provide a safe and healthy environment for Participants, both in terms of facilities and work practices;
· To organise with the Coordinator relevant health and safety training for Participants;
· To ensure adequate protective clothing/equipment is purchased and issued to Participants.

Other
· To liaise with local agencies including, but not exclusively, the County Council, Health Services Executive, Túsla, Social Protection local offices,  as necessary;
· To attend Supervisor/Team Leader team meetings;
· To ensure that each work placement complies with all the regulations of the Department;
· To represent and promote Tús in day-to-day work, outside meetings, highlighting the positive benefits of participation for individuals and communities; and 
· Any other duties deemed appropriate to Tús at local level.

Requirements:-
	A good standard of education and a high level of Administration Skills
	Ability to work as part of a team and good communication and inter-personal skills

	Previous management/supervisory experience of at least one year 
	Demonstrate ability to relate to and support participants 

	High level Computer Literacy and Knowledge of IT Systems
	Knowledge of community activities and work and experience of supervising health and safely at work.



Additional requirements
	Full driver’s licence
	Access to own Transport

	
	


Please forward a CV and letter of application to: Philomena Keyes, Tús/RSS Coordinator, North Tipperary Development Company, Friars Court, Nenagh, Co. Tipperary. pkeyes@ntdc.ie

Closing date for applications is 5.00 pm 28th April 2026.  Shorting listing may apply. From interviews in May a panel may be formed for future similar roles. This salary for this role commences at point one of the RSS/Tús Supervisory payscale which is €35,334.91 currently.
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