
 

 

 Accountant  

Assistant Principal 

Role Description 

Vacancy (1) 

 

The Broadcasting Authority of Ireland (BAI) has an immediate vacancy for an Accountant at Assistant 

Principal grade on a permanent, full-time basis.    

 

About this Role 

 

As a member of an expanding Finance and Governance team, you will be joining the BAI at a very exciting 

time of ambitious and significant change for media regulation.  Within the BAI initially and in the new media 

regulator Coimisiún na Meán to be established further to the Online Safety and Media Regulation Act 2022, 

you will oversee and manage the implementation of the financial strategies, policies and procedures, 

ensuring high standards of financial governance and reporting.  

 

The position offers an opportunity for an ambitious, enthusiastic and committed professional, who has a 

strong commitment to serving the public interest with excellent working knowledge of financial management 

to influence and contribute to the development of best practice, transparent and accountable financial frame-

works and practices to enable Coimisiún na Meán to meet its financial governance obligations in regulating 

a dynamic multimedia and modern society. 

 

The role will be a hybrid role combining home and office working, based, initially, at the BAI’s offices in 

Warrington Place, Dublin 2.  

 

The Future of Media Regulation: Broadcasting Authority of Ireland and Coimisiún na Meán  

 

The employing organisation is the Broadcasting Authority of Ireland (BAI).  The BAI is the Irish regulator for 

indigenous radio and television services. It is anticipated that the BAI will be dissolved in early 2023 and its 

functions and staff will transfer to a newly established media regulator, Coimisiún na Meán (CnaM), which 
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will continue the existing functions of the BAI, as well as developing and implementing new regulatory 

frameworks for the wider media sector, including online media.  

 

Further important information about the BAI’s existing functions and the functions of CnaM is available at 

Appendix 1. Candidates are invited to familiarise themselves with the information therein.  

 

Position Profile and Key Responsibilities 

Reporting to the Director of Governance and Finance you will manage the Finance team and Finance 

functions within the Corporate Governance function of CnaM when established.  As the organisation 

continues to expand and evolve, it is likely that flexibility in regard to the allocation of specific duties will be 

necessary. Accordingly, the list of duties specified below is not intended to be exclusive or restrictive and 

duties may be added or withdrawn. 

 

Key responsibilities for the role will include, but are not limited to the following: 

 

BAI Transition 

 

• Manage the process for the winding up of the BAI levy.  

• Manage the implementation of the BAI Finance Dissolution Plan. 

 

Audit and Risk Management 

 

• Manage the implementation of CnaM’s internal audit plan in conjunction with the internal audit pro-

vider/function including review of audit reports and initial drafting of management responses.  

• Manage the C&AG annual external audit process. 

• Proactively identify, monitor and effectively manage all financial related risks and provide risk up-

dates and reports to the Chief Risk Officer as required.   

• Manage compliance of financial and reporting procedures with the requirements of the Code of 

Practice for the Governance of State Bodies 2016. 

 

Financial Operations  

• Ensure the implementation of best practice policies and procedures to deliver on CnaM's strategic 

objectives in respect of its Finance functions. 

• Implement, monitor and report on internal financial control systems to ensure compliance with 

CnaM’s statutory budgeting, financial compliance, reporting and governance obligations.  

• Manage CnaM’s levy process including liaising with broadcasters, levy calculations and debt man-

agement and support preparatory work on new statutory Levy Orders.  
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• Manage the day-to-day operations of the Finance function (including but not limited to payroll, ac-

counts payable, bank reconciliations, Department and Revenue returns and payments of grants. 

• Manage day to day Treasury management including cashflow projections and investments. 

• Act as key liaison with other functional areas in CnaM to monitor expenditure carefully against 

budget and manage finances within the functions’ overall budgets. 

• Establish and manage processes for the receipt of Department Grant Income in line with the re-

quirements of Circular 13/2014. 

• Oversee the day to day management of the Finance Management system/s including optimisation 

of functionality for an evolving and growing organization.   

Financial Budgets and Reporting  

• Drive the preparation of CnaM’s annual and reforecast budgets. 

• Liaise with budget holders across the organisation on an ongoing basis in relation to variance anal-

ysis and budget tracking.  

• Prepare monthly management accounts for the purposes of reporting to internal and external stake-

holders. 

• Provide financial data and reports to support the preparation of CnaM’s statutory financial accounts 

and multi-annual financial projections. 

• Contribute to the drafting of narrative reports for presentation to Commissioners and Executive Chair 

on the above as required. 

 

People Management 

 

• Implement Performance Management development for staff developing the skills requirements of 

the team and mentoring and coaching team members to develop their potential. 

• Manage the day to day Finance operations to ensure efficient and effective operation of the func-

tion including identification of training and development requirements as appropriate.  

• Liaise with HR to provide appropriate Finance systems’ training to staff.   

 

 

The role will also include such other duties as may be reasonable and be assigned from time to time 

by the Director of Governance and Finance and/or the Senior Leadership Team. 
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Experience, Skills, Knowledge and Qualifications 

 

The ideal candidate will have/be: 

 

• Fully qualified accountant (ACA or equivalent). 

• Minimum 3 years post-qualification experience. 

• Experience in line managing complex finance functions and driving improvement and positive change 

from a financial or accounting perspective. 

• Excellent knowledge of accounting methods, procedures, processes and contemporary management 

accounting techniques and principles. 

• Excellent communication skills and proven ability to build positive relationships with stakeholders at all 

levels. 

• Demonstrable knowledge of relevant Finance ICT systems.  

• Demonstrable knowledge and appreciation of the statutory, regulatory and policy framework under 

which CnaM will operate. 

 

Furthermore, the following skills and experience are desirable: 

 

• Project Management certification. 

• Experience and/or understanding of the Irish public sector and/or of the media sector.  
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Key Competencies – Assistant Principal 

 

The BAI operates a Competency Framework for all grades.  Details of the BAI Competency Framework for 

the role of Assistant Principal Officer are attached (see Appendix 2).  In summary, an Assistant Principal in 

the BAI is expected to demonstrate the following competencies: 

 

Strategic Thinking 

Decision Making 

Problem Solving 

Resource Effectiveness 

Stakeholder Focus 

People Management 

Clear Communication 

Team Working 

Flexibility 

Learning & Improving 

 

Application and Assessment Process 

If you are interested in applying for one of the two positions, please submit: 

 

• A comprehensive CV 

• Competency Form (this form must be completed and is available in word 

format) 

• A short cover letter/ personal statement (i.e. no more than 2 pages) out-

lining why you wish to be considered for the post and where you believe your 

skills, experience and values meet the requirements of the position. 

 

RSM Ireland Business Advisory Limited (t/a RSM Ireland) is managing all aspects of the recruitment process 

on behalf of the BAI. Any queries regarding this recruitment process should be directed to 

mediaregulationjobs@rsmireland.ie  

 

All applications must be submitted via the application link below.  You will be brought to an application 

portal for this position where you will be asked to submit contact information along with the documents 

specified above 

 

 

 

 

https://www.bai.ie/en/download/138143/?tmstv=1677503223
https://www.bai.ie/en/download/138143/?tmstv=1677503223
mailto:mediaregulationjobs@rsmireland.ie
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Application Link  

https://www.candidatemanager.net/cm/p/pAp-

ply.aspx?mid=YGTFD&sid=YCXCXF&jid=GTUGTYBAZ&a=rcxqpwoWEZc%253d&b=I

WxeUlhtvyw%253d  

Closing Date 

Your application must be submitted by 12 noon on Monday, 20th March 2023.   

 

Late applications will not be accepted under any circumstances. 

 

Assessment and Selection Process  

The assessment and selection process will involve the following: 

 

• shortlisting of candidates, on the basis of the information contained in their application; 

• first stage interview: a competitive interview based on knowledge, experience, and competencies; 

• second stage interview may also be required and may also include a presentation (details of 
which will be provided in advance).   

 

Applicants will be scored on their interview responses and, where applicable, and presentation and the high-

est-scoring, qualifying candidate will be appointed to the positions available. 

 

The BAI is an equal opportunities employer, The BAI encourages applications from candidates from diverse 

backgrounds. If we can make any accommodations for you, please outline these in the appropriate section 

of the application form. All information disclosed will be kept confidential. 

 

Key Terms and Conditions of Post 

 

The following are the principal conditions of service attaching to the posts: 

 

Tenure 

This position is offered on a permanent and pensionable basis.  In the interim period prior to formal 

establishment of CnaM, it is intended that the Broadcasting Authority of Ireland would be the employing 

authority for the staff of CnaM. The successful candidate can expect to transfer to CnaM as provided for by 

the Online Safety and Media Regulation Act 2022, when commenced.   

 

Location 

The headquarters of the BAI and CnaM (initially) will be 2/5 Warrington Place, Dublin, D02 XP29.  It is 

expected that CnaM will move to new headquarters in 2023.  

https://www.candidatemanager.net/cm/p/pApply.aspx?mid=YGTFD&sid=YCXCXF&jid=GTUGTYBAZ&a=rcxqpwoWEZc%253d&b=IWxeUlhtvyw%253d
https://www.candidatemanager.net/cm/p/pApply.aspx?mid=YGTFD&sid=YCXCXF&jid=GTUGTYBAZ&a=rcxqpwoWEZc%253d&b=IWxeUlhtvyw%253d
https://www.candidatemanager.net/cm/p/pApply.aspx?mid=YGTFD&sid=YCXCXF&jid=GTUGTYBAZ&a=rcxqpwoWEZc%253d&b=IWxeUlhtvyw%253d
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Grade and Pay Scale 

This position is graded at Assistant Principal Grade with the following salary scale applying: 

 

Assistant Principal PPC (Personal Pensionable Contribution) Rate: 

€73,236, €75,933,  €78,668, €81,412, €84,151, €85,730, €88,495, €91,270 

 

Assistant Principal Officer Non-PPC (non-Personal Pensionable Contribution) Rate: 

€70,743, €73,318, €74,738, €77,341, €79,945, €81,450, €84,072, €86,703 

 

Hours of Working 

Working hours are 35 hours per week and are set out in line with the Organisation of Working Time Act, 1997 

and Circular 14/22. 

 

Annual Leave 

Annual leave will be 30 days per annum, is based on a 5-day working week and is exclusive of statutory 

public holidays. 

 

Superannuation 

The successful candidate will be offered the appropriate superannuation terms and conditions as prevailing 

in the BAI at the time of being offered an appointment. In general, an appointee who has never worked in the 

Public Service will be offered appointment based on membership of the Single Public Service Pension 

Scheme (“Single Scheme”). Full details of the Scheme are at: 

www.singlepensionscheme.gov.ie 

  

Where the appointee has worked in a pensionable (non-Single Scheme terms) public service job in the 26 

weeks prior to appointment or is currently on a career break or special leave with/without pay, different terms 

may apply. The pension entitlement of such appointees will be established in the context of their public 

service employment history. 

 

Outside Employment 

The position is whole-time and the officer may not engage in private practice or be connected with any outside 

business, which would interfere with the performance of official duties.  

 

Eligibility 

Candidates should note that eligibility to compete for posts is open to citizens of the United Kingdom and the 

European Economic Area (EEA), or to non-EEA nationals who fulfil the relevant criteria. In order to work in 

Ireland, all non-EEA nationals require a valid employment permit unless exempt under permission from the 

http://www.singlepensionscheme.gov.ie/
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Minister for Justice and Equality. The EEA consists of the Member States of the European Union along with 

Iceland, Liechtenstein and Norway. Swiss citizens under EU agreements may also apply. 

 

Information on legislation and guides to the procedures in relation to obtaining green card permits, work 

permits, and spousal/dependant permits are available on the Department of Business, Enterprise and 

Innovation website. https://dbei.gov.ie/en/What-We-Do/Workplace-andSkills/Employment-Permits/ 

 

Candidates will be required to provide verification of citizenship, eligibility and qualifications in a form 

acceptable to the BAI. 

https://dbei.gov.ie/en/What-We-Do/Workplace-andSkills/Employment-Permits/
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Appendix One 

 

Information about the Broadcasting Authority of Ireland and Coimisiún na Meán 

 

1. The Broadcasting Authority of Ireland 

 

The BAI was established under the Broadcasting Act 2009 (“the Act”) on 1st October 2009, as the 

independent regulator for radio and television broadcasting services in Ireland.  The Act sets out a range 

of general and specific objectives for the BAI and specifies that the BAI “shall endeavour to ensure: 

 

● that the number and categories of broadcasting services made available in the State best serve the 

needs of the people of the island of Ireland, bearing in mind their languages and traditions and their 

religious, ethical and cultural diversity;  

● that the democratic values enshrined in the Constitution, especially those relating to rightful liberty of 

expression, are upheld; and  

● the provision of open and pluralistic broadcasting services.” 

 

The Authority issues a Strategy Statement every three years which sets out the BAI’s vision, mission, 

values, strategic themes, and related objectives and KPIs.  As stated in the current BAI Strategy State-

ment 2021-2023,1 the Authority’s vision is to have an Irish media landscape that shapes and reflects who 

we are.   

 

Under the current Strategy, the BAI’s work is captured under five overarching strategic themes: 

i) Promoting Diversity and Plurality 

ii) Achieving Excellence and Accountability 

iii) Leadership in Change 

iv) Empowering Audiences and 

v) Enhancing Innovation and Sectoral Sustainability 

 

The Strategic Theme entitled ‘Leadership in Change’ encompasses BAI Transition work in preparation 

for integration into the new Commission.  This Theme also acknowledges the BAI’s role in advising and 

communicating on, and influencing, the development and evolvement of the broadcasting and regulatory 

landscapes.   This Theme has the following objectives:  

 

1. Lead debate and influence policy development on the future legislative and regulatory framework for 

digital and broadcasting media services. 

 

 
1 Available online at https://www.bai.ie/en/news-and-information/publications/ 

https://www.bai.ie/en/news-and-information/publications/%20%20%20%20)
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2. Respond, adapt to, and communicate on, developments in the wider environment, anticipating and 

assessing organisational, sectoral and audience impacts. 

 

3. Lead staff, review and transform the BAI’s policies, practices and processes in preparation for            

integration into the new Media Commission.     

  

The BAI consists of the Board (“The Authority”), two statutory committees – the Contract Awards 

Committee and the Compliance Committee – and a sub-committee of the Authority, the Finance Audit 

and Risk Committee.  The BAI Executive supports all aspects of the work of the organisation.   

 

The BAI’s work is led by the Office of the Chief Executive (the OCEO), which comprises the Chief 

Executive Officer (CEO) and two Principal Officers (Assistant Chief Executive Officers).  The OCEO is 

supported by a team of senior managers who, in conjunction with the OCEO, will oversee the 

implementation of the BAI’s Strategy and statutory functions, work planning and implementation and 

management of the organisation’s resources.  The BAI operates a matrix structure whereby staff work 

flexibly across all areas of activity according to business needs. 

 

2. Coimisiún na Meán 

 

The Online Safety and Media Regulation (OSMR) Act 2022 will, when commenced, dissolve the 

Broadcasting Authority of Ireland (BAI), transpose the revised Audiovisual Media Services Directive 

(AVMSD), provide for an updated regulatory framework for broadcasting services and on-demand 

audiovisual media services, and establish a new regulatory framework for online safety. 

 

The Act will establish a new independent Regulator, Coimisiún na Meán (CnaM) to oversee and enforce 

the new and updated regulatory frameworks and to play a key role in the development and funding of the 

wider media sector. CnaM will devise and implement a Media Fund, in line with the recommendations of 

the Future of Media Commission, with a range of schemes to support public service content and 

digitalisation in the sector. It will advise the Minister on the creation of a European Works Levy to fund 

new audiovisual works in line with the provisions of the OSMR Act. CnaM will have a key role in stimulating 

greater equality, diversity and inclusion in the media and in supporting sustainability through 

environmental initiatives across the wider media sector. In co-operation with other bodies, CnaM will have 

strong role in supporting the Irish language in media services and in promoting educational and training 

initiatives, in particular as regards online safety and media literacy. 

 

Given the significantly expanded regulatory framework for the regulation of media and online services set 

out in the Act, CnaM will be established as a multi-person commission, led initially by an Executive 

Chairperson and three Commissioners, namely, an Online Safety Commissioner, a Media Development 
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Commissioner and a Broadcasting Commissioner.  CnaM may delegate certain of its functions to 

individual Commissioners, although they will remain accountable to CnaM as a collective body. 

 

CnaM will act as a collective decision-making body in respect of certain key functions, including: 

 

• the determination of the terms and conditions and number of staff, subject to the consent of rele-

vant Ministers and the preparation of the strategy statement, annual report and work programme 

of CnaM; 

• the ultimate consideration of complaints regarding video-on-demand and broadcasting services; 

• the powers of CnaM regarding investigations and sanctions; 

• matters pertaining to broadcasting contracts; and, 

• matters relating to the role of CnaM in carrying out full media merger examinations under Part 3A 

of the Competition Act, 2002. 

 

The national digital strategy, Harnessing Digital - The Digital Ireland Framework, commits to continue to 

build a strong well-resourced network of regulators to effectively oversee and enforce digital regulations. 

In its role as regulator of broadcasting services, on-demand audiovisual media services and designated 

online services, CnaM will form an important and integral part of this network. In particular, and in line with 

the revised AVMSD, CnaM will be responsible for the regulation of on-demand audiovisual media services 

and video sharing platform services established in the State on a European Union (EU)-wide basis and 

will be appointed as Ireland’s Digital Services Coordinator (DSC) under the forthcoming EU Digital 

Services Act. 

 

As a body with an expansive new remit regarding online safety, media regulation and supporting the 

development of the media sector, CnaM will play an important role in the implementation of the Report of 

the Future of Media Commission and in assuming new functions which may be assigned to it under future 

national and EU legislation. 
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Appendix Two 

 

BAI Competency Framework 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

What is a Competency Framework? 

Competencies are a set of behaviours, skills and attitudes that specify an organisation’s expectations and standards in relation to perfor-
mance. A competency framework brings together a number of competencies that have been prioritised by an organisation. It provides 
each individual with a map or indication of the skills and behaviours that are valued and reviewed as part of the performance management 
process. 

The BAI Competency Framework is designed to improve, inform and integrate a number of key processes in the organisation. It will help 
the BAI develop its capability, improve its effectiveness and meet the challenges and opportunities that arise from its new remit and revised 
structure. The processes that will be impacted by the framework are: 

• Performance Management – helping to deliver an effective, meaningful and consistent performance management process for all staff; 
• Role Profiles - helping to develop comprehensive and clear role profiles for the BAI; 
• Recruitment - helping to recruit the right people and undertake targeted recruitment and selection; 
• Training and Development – helping to shape individual development plans and identify organisational training needs; 
• Management Development – helping to define areas of development for BAI managers. 

How will the BAI Competency Framework work? 

The BAI Competency Framework comprises 10 competencies which are presented in four clusters which reflect organisational values and 
link to the organisation culture. 

 
 

 

 

 



 

 

 

 

How do I use the BAI Competency Framework? 

Each competency is defined in general terms and then drilled down to set out expectations appropriate to each level or grade in the 
organisation. To get a full understanding of the competency requirements relating to you, it is important that you reference the column that 
corresponds to your grade and all the columns preceding it e.g. A HEO should look at competency breakdowns in the columns for HEO, 
EO and CO grades. 

 
As a staff member, you should familiarise yourself with all1 the competencies listed. Look at how each applies to you, your objectives and 
your role. Identify any areas where you feel you might need support to meet your objectives. Consider your own career goals and how the 
competency framework can help you focus your long-term development. Use the competency framework to help you participate in your 
performance management meetings and make them a more dynamic two-way process. 

As a manager, you should look at the competencies in terms of your own performance and development but also in relation to your line 
reports. The framework provides a useful aid to the performance management process. It will support you in discussing and honing in on 
aspects of performance and will help you set out and clarify the expectations relating to the objectives and the role. The framework helps 
you to discuss any performance issues and to give constructive feedback. Finally, the framework gives you a basis for identifying training 
and development needs for yourself and others. 

As a senior manager with responsibility for large teams and/or resources, the framework can inform the work planning and objective 
setting processes. It helps you take a look at the skills requirements in relation to the objectives and to identify any resourcing, training and 
development needs for the organisation. 

 
It is important that everyone becomes familiar with the BAI Competency Framework. If further support is required, please contact HR or 
the Office of CEO. 

 

 

 

 

 

 

 

 
 



 

 

 

 

COMPETENCY AREA 
 

COMPETENCIES 
 

DEFINITION 

 
 
 

THINKING 

 

STRATEGIC THINKING 

Understanding BAI’s purpose, strategy and goals and how it relates to 
your role. Understanding the context within which BAI operates. 

 

DECISION MAKING 

Making sound and timely decisions appropriate to your level of responsi-
bility. 

 

PROBLEM SOLVING 

Analysing and interpreting information. Coming up with solutions. Show-
ing initiative and a willingness to work things out. 

 
 

RESULTS 

 

RESOURCE EFFECTIVENESS 

Using organisational resources (time, people, systems and financial) effi-
ciently. 

 

STAKEHOLDER FOCUS 

Developing and managing relationships with external stakeholders. 

 

PEOPLE MANAGEMENT 

Managers effectively managing, leading and supporting people to 
achieve BAI objectives. 

 
 

PEOPLE 

 

CLEAR COMMUNICATION 

Ensuring your message is delivered appropriately and is understood. 
Supporting others’ understanding and awareness. 

 

TEAM WORKING 

Supporting and co-operating with your colleagues to achieve results. 

 

PERSONAL 

 

FLEXIBILITY 

Having a flexible approach to change and to new information. Being able 
to adapt to changing requirements and circumstances. 

 

LEARNING AND IMPROVING 

 

Continually seeking to develop your skills and knowledge and improve 
work practices. Being open to new opportunities to learn. Supporting 
others’ learning. 

 

 

 



 

 

 

 

STRATEGIC THINKING 

 

Understanding BAI’s purpose, strategy and goals and how it relates to your role. 
Understanding the context within which BAI operates. 

  
PO 

 
AP 

 
HEO 

 
EO 

 
CO 

  

• Demonstrates ability to set BAI 
strategic direction and articu-
late vision for the organisation 

 

• Drives the development of 
organisational strategy and 
oversees its implementation 

 

• Responds sensitively to wider 
political and organisational 
priorities. Has informed un-
derstanding of external con-
text and drivers 

 

• Responds to and anticipates 
trends and drivers that will 
impact on the organisation 

 

• Plays a key role in the formula-
tion of the BAI strategic plan 

 

• Takes responsibility for the 
achievement of organisational 
objectives and oversees the 
planning and execution of the 
work plan 

 

• Demonstrates an in-depth 
knowledge of industry and po-
litical drivers in national and in-
ternational contexts 

 

• Understands the strategic 
significance of external 
stakeholders issues/and or 
events that might impact on 
plans or projects 

 

• Plays a key role in the advo-
cacy and communication of or-
ganisation strategy and en-
sures staff are kept informed of 
organisation priorities and pro-
jects 

 

• Understands the BAI’s 
strategic plan and their 
role in its implementation 

 

• Plans and executes work 
that is aligned with stra-
tegic objectives 

 

• Demonstrates an ap-
preciation of external 
context at national and 
local level 

 

• Can identify external/stake-
holder issues and/or 
events that might impact 
on plans and projects 

 

• Contributes to formulation 
of organisation strategic 
plan 

 

• Interprets the BAI’s strate-
gic plan and is aware of 
their role in its implementa-
tion 

 

• Understands that planning 
of any project/piece of work 
must be aligned with the 
strategy and understands 
the key elements of the 
strategy 

 

• Demonstrates a good 
knowledge of the envi-
ronment within which BAI 
operates and under-
stands the relationship 
between the BAI and its 
key stakeholders 

 

• Understands that the BAI op-
erates in line with a strategic 
plan and has a good sense of 
key organisational priorities. 
Can relay own objectives and 
how they contribute to organi-
sational objectives 

 

• Understands the internal 
organisation and what each 
part contributes to the or-
ganisation 

 

• Demonstrates an awareness 
of and interest in the environ-
ment within which the BAI op-
erates and can identify key 
stakeholders 

 

Please refer to the competencies for your current grade and those preceding it 



 

 

 

 

DECISION MAKING 

 

Making sound and timely decisions appropriate to your level of responsibility. 

  
PO 

 
AP 

 
HEO 

 
EO 

 
CO 

  

• Has ability to make important 
judgement calls in pressurised, 
high risk and/or sensitive situa-
tions on behalf of the BAI 

 

• Anticipates and manages risks 
and consequences. Weighs up 
and makes sense of complex 
and/or conflicting data 

 

• Builds a culture that fosters 
both decision making and 
accountability for decisions 
taken 

 

• Ensures appropriate and 
effective decision making 
structures exist in the or-
ganisation 

 

• Able to make sound judgement 
calls in pressurised or sensitive 
situations and to make deci-
sions without guidance, when 
necessary, on behalf of the or-
ganisation 

 

• Bases judgement on sound 
data gathering, risk analysis, 
knowledge of industry and 
stakeholders and overall 
strategy 

 

• Can handle a significant num-
ber of decisions and is able to 
prioritise issues that need most 
urgent action 

 

• Is accountable for the decisions 
and outcomes within area of re-
sponsibility 

 

• Applies sound judgement 
in reaching evidence 
based and timely deci-
sions 

 

• Ensures decisions are 
strategically aligned 

 

• Can identify decisions that 
can be made within level 
of responsibility and those 
that need to be escalated 
and/or prioritised 

 

• Demonstrates 
accountability for 
decisions taken 

 

• Weighs up available infor-
mation and seeks further 
data when needed to make 
an informed decision 

 

• Considers consequences, 
impacts and implications of 
decisions 

 

• Understands the decision 
making processes employed 
within BAI 

 

• Makes timely decisions within 
scope of role 

 

• Identifies situations where de-
cisions need to be made by 
others and communicates 
them appropriately 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please refer to the competencies for your current grade and those preceding it 



 

 

 

 

PROBLEM SOLVING 

 

Analysing and interpreting information. Coming up with solutions. Showing initiative 
and a willingness to work things out. 

  
PO 

 
AP 

 
HEO 

 
EO 

 
CO 

  

  

• Creates a culture that values 
and promotes showing initiative 
and problem-solving 

 

• Champions innovation, creative 
thinking and analysis 

 

• Rapidly assimilates and inter-
prets relevant information to 
identify core underlying is-
sues and solutions 

 

• Is able to draw conclusions and 
hone in on critical issues 

 

• Demonstrates expertise in 
sourcing and analysing relevant 
information relating to any is-
sue 

 

• Views problems from multiple 
perspectives and identifies 
precedents, trends or rela-
tionships between issues 

 

• Formulates structured and ef-
fective solutions to problems 
with reference to appropriate 
policy or strategic context 

 

• Enables and supports team 
members to analyse problems 
and come up with solutions 

 

• Demonstrates discern-
ment and an ability to un-
derstand what information 
is relevant to a particular 
problem 

 

• Is able to source and ana-
lyse data and identify so-
lutions to resolve issues 

 

• Presents data and 
conclusions in a logical 
and justifiable way 

 

• Seeks others’ views to 
test own view and ideas 

 

• Identifies problems and 
seeks to resolve 

 

• Draws rational and evi-
dence based conclusions 

 

• Shows initiative by sug-
gesting improvements 
and working without ex-
cessive guidance 

 

• Demonstrates proactive 
approach and understands 
when assistance might be 
required 

 

• Applies experience and com-
mon sense to understand is-
sues and resolve problems 

 

• Actively supports problem 
solving by sourcing and re-
viewing relevant information 
for colleagues 

 

• Shows initiative by suggest-
ing solutions or improve-
ments and identifying tasks 
for completion 

Please refer to the competencies for your current grade and those preceding it 



 

 

 

 

RESOURCE EFFECTIVENESS 

 

Using organisational resources (time, people, systems and financial) efficiently. 

  
PO 

 
AP 

 
HEO 

 
EO 

 
CO 

  

  

• Aligns resources and deploys 
people and skills to achieve 
strategic objectives 

 

• Anticipates future skill and 
knowledge requirements and 
develops these among staff 

 

• Ensures appropriate and 
adequate systems and 
procedures are in place to 
ensure effective project 
management, financial 
management and data 
management within the 
organisation 

 

• Manages conflict and change in 
ways that ensure that the or-
ganisation runs effectively and 
meets its goals 

 

• Fosters and develops a culture 
that seeks to maximise value of 
resources 

 

• Plans and manages projects 
effectively ensuring best possi-
ble allocation of resources and 
realistic timing 

 

• Appreciates the bigger financial 
picture and is aware of funding 
drivers and challenges for or-
ganisation 

 

• Manages a range of organisa-
tional projects and under-
stands how to effectively prior-
itise and ensure delivery 

 

• Ensures that funding is max-
imised and that value for 
money is achieved in all areas 

 

• Plans and organises own 
work and work of team 
members to meet objec-
tives within agreed time-
scales 

 

• Effectively manages 
projects in line with or-
ganisational project 
management standards 

 

• Ensures that all budget 
expenditure is allocated in 
line with organisational fi-
nancial procedures 

 

• Undertakes financial plan-
ning and maintains ade-
quate financial records 

 

• Maximises the use of or-
ganisation resources to 
deliver results 

 

• Plans and organises own 
work to meet objectives 
within agreed timescales 

 

• Is aware of organisation’s 
priorities and prioritises own 
work appropriately 

 

• Utilises and contributes to 
organisational resources 
such as IT Systems, Filing 
systems etc. efficiently 

 

• Follows financial proce-
dures and supports the 
maintenance of adequate 
financial records 

 

• Seeks cost-effectiveness in 
all purchasing and procure-
ment processes 

 

• Organises and prioritises 
work and time effectively 

 

• Demonstrates expertise in the 
organisation’s information 
and filing systems 

 

• Ensures that any organisa-
tional resource responsibili-
ties (e.g. stationery) are un-
dertaken efficiently and cost-
effectively. 

Please refer to the competencies for your current grade and those preceding it 



 

 

 

 

STAKEHOLDER FOCUS 

 

Developing and managing relationships with external stakeholders. 

  
PO 

 
AP 

 
HEO 

 
EO 

 
CO 

  

  

• Fosters and manages strategic 
stakeholder relationships and 
ensures BAI view is repre-
sented in both national and in-
ternational contexts 

 

• Ensures that appropriate sup-
ports and measures are in 
place to ensure excellence in 
stakeholder interaction 
throughout the organisation 

 

• Balances the potentially 
competing demands of 
stakeholder groups and 
ensures that the key or-
ganisational priorities are 
communicated effectively 

 

• Ensures that relevant infor-
mation regarding stakeholder 
groups is communicated 
throughout the organisation 

 

• Understands the differences 
between the stakeholder 
groups and how relationships 
should be managed and de-
veloped 

 

• Actively contributes to stake-
holder management and de-
velops communication strate-
gies and approaches to en-
hance relationships 

 

• Has ability to take both 
immediate and long term 
perspectives in managing 
stakeholder relationships 

 

• Systematically takes into ac-
count implications and im-
pacts on stakeholders. Un-
derstands and anticipates 
stakeholders’ needs 

 

• Demonstrates ability to confi-
dently and appropriately man-
age conflicts or challenging 
stakeholder issues 

 

• Builds appropriate rela-
tionships with stake-
holders and demon-
strates a clear under-
standing of how to man-
age their needs and the 
needs of the organisa-
tion 

 

• Identifies opportunities 
and innovative ap-
proaches to develop 
new and existing stake-
holder relationships 

 

• Maintains regular contact 
with stakeholders to en-
sure up to date and rele-
vant communication 

 

• Demonstrates and 
awareness of stakeholder 
issues and reflects on im-
pacts/implications on pro-
jects 

 

• Demonstrates a solid un-
derstanding of who the 
BAI stakeholders are and 
the nature of their rela-
tionship with the organi-
sation 

 

• Builds rapport with stake-
holders and provides effi-
cient, professional and 
courteous service 

 

• Has an awareness of key BAI 
stakeholders and seeks to 
update knowledge on a regu-
lar basis 

 

• Consistently demonstrates a 
helpful, courteous and pro-
fessional manner with exter-
nal stakeholders 

 

• Ensures that any changes in 
stakeholder contact infor-
mation is communicated and 
recorded appropriately 

Please refer to the competencies for your current grade and those preceding it 



 

 

 

 

PEOPLE MANAGEMENT 

 

Managers effectively managing, leading and supporting people to achieve BAI 
objectives. 

  
PO 

 
AP 

 
HEO 

 
EO 

 
CO 

  

  

• Aligns functions and resources 
and deploys people and skills 
to achieve strategic objectives 

 

• Provides direction. Builds ca-
pacity for the organisation to 
deliver results, face challenges 
and develop continually 

 

• Builds a culture of high 
performance and effective 
people management 

 

• Translates vision and policy 
into concrete direction and 
plans 

 

• Agrees roles and responsi-
bilities of staff and ensures 
individual and team owner-
ship of objectives 

 

• Motivates and leads teams to 
meet targets, achieve objec-
tives and overcome obsta-
cles 

 

• Coaches and supports devel-
opment of team members 

 

• Identifies and communicates 
priorities, timelines and per-
formance measures 

 

• Seeks contributions and ideas 
from staff and promotes a col-
laborative approach 

 

• Actively participates in 
defining own objectives 

 

• Communicates organi-
sation’s priorities and 
sets team and individ-
ual objectives in line 
with them 

 

• Provides guidance to staff 
to meet objectives and 
supports their ongoing 
development 

 

• Manages performance in 
line with organisation per-
formance management 
standards 

 

• Recognises and 
acknowledges good per-
formance. Addresses 
performance issues 

  

Please refer to the competencies for your current grade and those preceding it 



 

 

 

 

CLEAR COMMUNICATION 

 

Ensuring your message is delivered appropriately and is understood. Supporting oth-
ers’ understanding and awareness. 

  
PO 

 
AP 

  
HEO 

 
EO 

 
CO 

  

  

• Articulates and champions 
shared mission, vision and val-
ues of organisation to both in-
ternal and external audiences 

 

• Translates organisational 
strategy into clear, effective 
operational messages 

 

• Promotes a culture of open 
communication in the organi-
sation and ensures pro-
cesses are developed and 
maintained to support com-
munication at all levels 

 
• Creates and maintains open 

communication regarding 
resources, priorities and ex-
pectations 

 

• Motivates, persuades and 
gains support through the 
presentation of clear and 
relevant information 

 

• Ensures all communication to 
BAI Board and Committee 
members is to a high standard 
and appropriately delivered 

 

• Ensures key objectives, roles 
and responsibilities are un-
derstood by team members 

 

• Able to represent the BAI view 
both externally and internally 
including where required, at 
large events, conferences 
and/or media engagements 

 

• Communicates written 
and oral information with 
impact. Conveys mes-
sages persuasively 

 

• Communicates viewpoint 
succinctly and can defend 
it appropriately 

 

• Able to communicate in a 
number of styles. Can 
adapt language and style 
to suit needs of audience 

 

• Comfortable at presenting 
to large groups and deliv-
ering organisational mes-
sages to internal and ex-
ternal audiences 

 

• Demonstrates good inter-
personal skills and can 
comfortably communicate in 
a one to one or group set-
ting 

 

• Understands organisation 
communication channels 
and technologies and how 
to use them effectively 

 

• Demonstrates effective 
drafting, layout and design 
skills 

 

• Demonstrates strong quality 
control skills and attention 
to detail in relation to written 
communications e.g. Board 
documentation 

 

• Listens carefully and asks 
questions to ensure un-
derstanding is accurate 

 

• Communicates courteously 
and professionally internally 
and externally 

 

• Ensures written BAI com-
munications meet organisa-
tion standards and have 
been correctly laid out, 
proofed and presented 

 

• Communicates orally and in 
writing in a clear and concise 
manner 

 • Facilitates and chairs discus-
sions to achieves clear out-
comes 

• Communicates regularly 
and effectively with team 
members and managers 
on both project and or-
ganisational develop-
ments or issues 

  

  
• Able to produce high 

quality reporting and writ-
ten communication on be-
half of organisation and in 
line with BAI Board stand-
ards 

  

  Please refer to the competencies for your current grade and those preceding it 
     



 

 

 

 

TEAM WORKING 

 

Supporting and co-operating with your colleagues to achieve results. 

  
PO 

 
AP 

  
HEO 

 
EO 

 
CO 

  

  

• Builds and promotes organ-
isation that values collabo-
ration and teamwork 

 

• Promotes and develops good 
morale, team co-operation and 
positive working environment 
for teams 

 

• Delegates roles and 
responsibilities of team 
members effectively 

 

• Works co-operatively and 
flexibly with other members 
of the team 

 

• Responds helpfully and posi-
tively to requests for help and 
support 

• Builds and maintains effective 
management teams and holds 
them to account 

 

• Communicates expectations for 
team working and collaboration 

• Encourages, enables and 
recognises the contribu-
tion of team members 

• Helps maintain team 
communication. Shares 
relevant information 

• Seeks to contribute to the 
achievement of goals within 
team 

 • Ensures teams are appropri-
ately skilled, managed and re-
sourced 

 

• Discusses and helps resolve 
issues with team members 

 

• Promotes open, honest 
and regular communi-
cation among team 
members 

• Takes responsibility for 
work and keeps other team 
members informed of pro-
gress and/or issues 

• Willing to speak up and voice 
opinions and views 

  

• Acknowledges effort and indi-
vidual contributions of team 
members 

• Responds and deals with 
team requests in a posi-
tive and timely manner 

  

  
• Monitors team perfor-

mance and addresses 
performance issues 
constructively 

  

  
• Takes responsibility for 

delivering own results and 
those of team 

  

  Please refer to the competencies for your current grade and those preceding it 
     



 

 

 

FLEXIBILITY Having a flexible approach to change and to new information. Being able to adapt to 
changing requirements and circumstances. 

  
PO 

 
AP 

  
HEO 

 
EO 

 
CO 

  

  
• Has ability to effectively 

communicate a vision for 
change 

 

• Anticipates and responds 
to change. Ensures organi-
sational flexibility to meet 
changing requirements 

 
• Has ability to initiate and drive 

change in conjunction with col-
leagues 

 

• Adjusts original objectives or 
plans where necessary, to 
ensure best possible results 

 

• Role models flexibility and a 
positive approach to change 
within the organisation 

 

• Supports staff to adjust to 
changes and ensures new 
information and/or new re-
quirements are communi-
cated thoroughly 

 
• Responsive and open 

to change 
 

• Adjusts rapidly to new 
situations, opportunities 
or risks 

 

• Encourages and sup-
ports the development 
of flexibility in teams 
and individuals 

 

• Proactively considers 
the implications of 
change on projects, 
teams and stakehold-
ers 

 
• Adapts readily to changes 

in work practices, re-
quirements and/or new 
projects 

 

• Can adapt working style 
and communication style 
according to project or 
team requirements 

 
• Has a flexible and open ap-

proach to changing work sit-
uations 

 

• Receptive to performing new 
tasks as operational require-
ments dictate 

 

• Adapts quickly to new ways 
of doing things 

  
•  

  

  Please refer to the competencies for your current grade and those preceding it 
     

 

 

 

 



 

 

 

 

LEARNING AND IMPROVING 

 

Continually seeking to develop your skills and knowledge and improve work practices. 
Being open to new opportunities to learn. Supporting others’ learning. 

  
PO 

 
AP 

 
HEO 

 
EO 

 
CO 

  

  

• Sets strategies that build a 
supportive and learning fo-
cussed environment 

 

• Promotes opportunities for staff 
to develop and grow in the or-
ganisation 

 

• Continually seeks improvement 
in organisation processes 

 

• Anticipates changes in the 
internal and external envi-
ronment and adapts ac-
cordingly 

 

• Revises and/or develops pro-
cedures and policy and con-
tributes to their successful im-
plementation 

 
• Keeps up-to-date with industry 

developments and issues in-
ternally and externally 

 
• Provides open, timely and 

constructive feedback to staff 
 

• Builds supportive and develop-
ment focussed teams and en-
sures all team members have 
opportunities to develop skills 
and experience 

 

• Helps the development of 
team members and line 
reports 

 

• Seeks to improve effi-
ciencies and quality of 
service and responsive-
ness within scope of role 

 

• Seeks out opportunities to 
expand knowledge and 
experience and is open to 
new challenges 

 

• Participates and promotes 
the learning and develop-
ment of others 

 

• Identifies opportunities to 
develop skills, knowledge 
and experience 

 

• Demonstrates an aware-
ness of own strengths, 
weaknesses in relation to 
performance and a will-
ingness to address these 

 

• Readily shares information 
and ideas with others 

 

• Makes suggestions for 
improvements to current 
working methods 

 

• Seeks out opportunities to 
develop skills and knowledge 

 

• Demonstrates a willingness 
to learn and develop 

 

• Applies learning to role 

Please refer to the competencies for your current grade and those preceding it 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


