
 
 

 
 

 

Job Description and Person Specification 

Role Compliance Manager (New Business Verification) 

Directorate Compliance 

Unit Compliance, Audit & Risk 

Grade  4 

Reporting to Director of Compliance, Audit & Risk 

Role Purpose/ 

Summary 

The CAR Compliance Manager (New Business Verification) is jointly responsible for 
the operational management of Pobal’s compliance function, which Pobal provide 
on behalf of the Department of Children, Equality, Disability, Integration and Youth 
(DCEDIY). The compliance function is responsible for ensuring early learning and 
care (ELC) and school aged childcare (SAC) service providers are meeting certain 
contractual obligations to the DCEDIY and Pobal. The compliance managers ensure 
the effective management of the compliance function to meet both current and 
evolving business need. 
 
The Compliance Manager (New Business Verification) will contribute to, and be 
involved in influencing the strategic direction of the function and work 
collaboratively with a series of stakeholders e.g. Government Departments and 
across Pobal directorates as appropriate. There will be a focus on working 
collaboratively with Pobal colleagues i.e. with Compliance, Audit & Risk (CAR) co-
Unit Managers and Early Years colleagues as well as with ICT in the design and 
development of compliance/verification processes and supporting ICT systems. In 
particular they will work closely and in collaboration with the two existing 
Compliance Managers to ensure a smooth and efficient delivery of the compliance 
and verification functions on behalf of DCEDIY. 

Key 

Responsibility 

Areas 

New Business (Funding Schemes) 

- Develop and implement new procedures for compliance and verification 
inspections on any new funding streams introduced by DCEDIY e.g. Core 
Funding. 

- Engage with ICT colleagues to develop compliance/verification functionality 
for new business on the Pobal Early Years Platform, including input to BRSs, 
FRSs, UAT testing etc 

 

Management 

- Assume responsibility for key elements of the management of the 
compliance function including but not limited to team management, service 
provider case management, and data collation/analysis. 

- Conduct ongoing reviews of existing practices and procedures and 
implementing the appropriate improvements/changes as required. 

- Collate and analyse data from compliance and verification inspections with a 
view to providing critical assessment and proposals for rectifying issues 
identified. 



 
 

 
 

 

- Plan, design and ensure that compliance and verification inspections are 
carried out in an efficient and effective manner which meets the evolving 
needs of the business, and that appropriate assurances can be given to 
Government Departments, Pobal Boards and the Senior Leadership Team. 

- Ensure the quality, accuracy, security and consistency of all relevant 
compliance and verification data     

- Ensure comprehensive internal policies and procedures are maintained to 
an appropriate standard and new policies/procedures developed when 
required 

- Develop comprehensive training programmes and support materials and 
ensure all staff receive appropriate ongoing training and mentoring 

 

Reporting 
- Develop appropriate reports using risk analysis and exception reporting on a 

regular basis  

- Collate, analyse and critically assess/comment on compliance and 
verification inspection data for specified periods for reporting to the DCYA.  

- Ensure all appropriate reporting cycles are consistently being met  

- Analysis and interpretation of the data and identification and reporting of 
any negative financial implications from a public accountability perspective. 

 

Corporate Responsibilities 
- Engage in the annual budgeting and work force planning processes  

- Contribute to the development and maintenance of the CAR risk register 
including the assessment of the potential linkages which may be required 
with the overall Corporate risk register. 

- Engage with the communications unit on an ongoing basis e.g. developing 
material for the Pobal annual report, updating website 

- Contributing to the compilation of Performance Delivery Agreements 
(PDA’s), reporting on operational plans, etc.  

- Represent CAR on company working groups as required and engage 
positively and constructively with the respective groups with a view to 
continually striving to improve practices  

- Proactively engage with external stakeholders as well as internally in the 
interest of encouraging shared learning and fostering collaborative 
relationships 

 

Promoting Best Practice, Preventative Measures & Adding Value 
- Developing quality improvement measures within compliance and 

verification processes on an ongoing basis to enhance customer service 

- Collaborating and contributing to a series of improvement measures 
informed by an analysis of the evidenced based data 

- Contributing and reporting to the relevant internal executive oversight 
committees  

- Assisting in informing the Pobal feedback to DCEDIY on a wide range of 
areas over the programme lifecycle, programme design, contracts, rules, etc 



 
 

 
 

 

- Conducting ongoing research and maintaining a working knowledge of key 
legislative and regulatory requirements as they relate to DCEDIY funded 
ELC/SACs e.g. NCS legislation/requirements, GDPR, etc.  

People Management 
- Ensure the team is fit for purpose in competency and practice; that staff are 

valued and developing as Pobal employees and as representatives of Pobal 
in line with the strategic plan. 

- Engage in Pobal’s performance management systems and encourage 
continuous professional development  

- Establish a defined remit and caseload for the team collectively as well as for 
individual staff members.  

- Encourage the establishment of collaborative working relationship within 
the team and across Directorate Units. 

- Positively lead, motivate and encourage the team whilst maintaining 
momentum and motivation under pressure  

- Ensure that all staff adhere to standards and procedures  

 

Other 
- Liaison with the Executive director of CAR in relation to any significant issues 

as they arise.    

- Liaise closely with the existing Compliance Managers and develop a 
professional and efficient relationship which delivers on the compliance and 
verification function    

- Any other duties within the general requirement of this job description 
which may be required from time to time 

 

Essential 

Competencies 

1. Leadership & management 
2. Analytical skills  
3. Problem solving & decision making  
4. Building & Maintaining Relationships 
5. Communication skills 
6. Flexibility & adaptability 
7. Teamwork 

 

Other  

Competencies 

1. Programme Policies & Procedures  
2. Change Management 

Required 
Qualifications/ 

Experience  

Personal Attributes 
- Ability to develop professional relationships with customers and colleagues 

to achieve success. 

- A structured and organised approach with the ability to prioritise and 
manage workload under pressurised conditions 

- Demonstrate a flexible and adaptable approach to their work in fast paced 

demanding environment 

- Approaches their work in a professional, friendly and courteous manner 

- Is confident and approachable while processing the ability to be assertive as 
required 

- Enthusiastic, pragmatic and motivated in their approach 



 
 

 
 

 

 

Professional Experience 
- Relevant management, process/procedure development, stakeholder 

engagement, and communication, experience 

- Ideally would have experience of current early years programmes, early 

years’ service provision and early learning and care policy 

- Strong analytical skills and an ability to interpret data, including financial 
data.  

- Evidence of the production of high-quality reports and written materials  

- Self-driven with a proven track record of achievement and ability to 
guarantee quality and accuracy  

- Ability to work at differing levels of detail, both big picture concepts and 
complex detailed issues.  

- Highly Proficient in use of MS packages e.g. Word, Excel, Outlook, Project, 

PowerPoint; Microsoft Dynamics CRM; SharePoint applications and portals. 

 

Qualifications 
- Third level qualification to Level 8 or higher on the National Framework of 

Qualifications, or equivalent. 
- Whilst experience and performance track record are key determinants, 

ideally the candidate would have an additional, relevant professional 
qualification (e.g. in accounting, business, early years 

management/leadership, relationship management, service development / 
delivery, process improvement, project management).  

 

Terms & 
Conditions of 
Employment 

1. Salary 
- Pobal’s Grade 4 Salary scale is €56,787 to €78,013 per annum  

2. Duration of Contract 

- The contract is for an initial period of 18 months, subject to continuance of 
Government funding. 

3.  Probation 

- A probationary period of six months will apply 

4. Pension 
- Pobal operates a defined contribution pension scheme. Employees have 

access to the scheme on successful completion of their six month 

probationary period 
5. Annual Leave 

- Annual leave will be 26 working days, exclusive of public holidays 
6. Travel & Subsistence 
- Travel and subsistence will be paid at public sector rates 

7. Location of the position 

- Any Pobal office 

Selection 
Process 

- Selection will involve short listing of applicants for interview based on the 
criteria for the position as outlined in this job description and person 
specification. 

- Two rounds of interviews may be required. 



 
 

 
 

 

How to apply Please complete the application form provided and email a copy to 
recruitment@pobal.ie  

 
The closing date for applications is close of business on  

May 23rd 2022 
 

 

Pobal is an equal opportunities employer and welcomes suitably qualified applicants 

from all sections of society 

mailto:recruitment@pobal.ie

