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Job Specification 
Executive Officer
Recognition and Registration Departments

About CORU 
CORU regulates Health & Social Care Professionals. Our role is to protect the public by promoting high standards of professional conduct, education, training and competence through statutory registration of health and social care professionals. CORU was set up under the Health and Social Care Professionals Act 2005 (as amended). It comprises the Health and Social Care Professionals Council and individual Registration Boards, one for each profession named in the Act.

The designated professions under the Act are clinical biochemists, counsellors, dietitians, dispensing opticians, medical scientists, occupational therapists, optometrists, orthoptists, physical therapists, physiotherapists, podiatrists, psychologists, psychotherapists, radiation therapists, radiographers, social care workers, social workers and speech and language therapists. In the future, the Minister for Health may add other professions to be regulated by CORU.

Data Protection 

CORU will process any personal data provided by you in connection with an application for this role in accordance with the General Data Protection Regulation and the Data Protection Acts 2018. The data will be kept for no longer that is necessary for the purposes for which that data are processed, and it shall be kept in a manner that ensure appropriate security of the data including the unauthorised or unlawful processing of data. 

If your application is successful for this role, then your personal data will continue to be processed in accordance for the specified reason of the vacancy that you have applied to, and your data will not be held longer than is necessary. If your application is successful and you accept an offer of employment with CORU, then your personal data will continue to be processed in accordance with CORU personnel file management policy. 

CORU may disclose the data that you provided on the application form to external sources for the following reasons; where there is an external assessor assisting in the shortlisting or during interviews to the post which you have applied, and to internal and external auditors. 



Citizenship Requirements:

Eligible Candidates must be:

a) A citizen of the European Economic Area (EEA). The EEA consists of the Member States of the European Union, Iceland, Liechtenstein, and Norway; or
b) A citizen of the United Kingdom (UK); or
c) A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the free movement of persons; or
d) A non-EEA citizen who has a stamp 4 visa: * or
e) A person awarded international protection under the International Protection Act 2015, or any family member entitled to remain in the State as a result of family reunification and has a stamp 4 visa: or
f) A non-EEA citizen who is a parent of a dependent child who is a citizen of, and resident in, an EEA member state or the UK or Switzerland and has a stamp 4 visa.

*Please note that a 50 TEU visa, which is a replacement for Stamp 4EUFAM after Brexit, is acceptable as a Stamp 4 equivalent.
 








Job Purpose:
To provide executive and administration support in the Recognition (international applicants) and Registration of CORU applicants by following and maintaining processes for registration of professionals, including project planning and implementation.
This position is necessary for providing continued support in the CORU Operations Teams, including attendance at Registration Board meetings. The role of Executive Officer is to process applications in a timely manner in line with statutory requirements. 

Key Activities:
· Process applications in a timely manner in line with statutory requirements.
· Supervise the work and performance of a small team of clerical officers, managing work attendance and overseeing their training and development, using the probation and performance, management and development system (PMDS).
· Thoroughly review applicant documentation and prepare accurate information for presentation to registration boards, to enable the board to make timely decisions in relation to CORU applicants
· Train new team members and keep the team up to date in key skills, SOPs and policy requirements. 
· Coordinate queues of applications for one or more professions in a timely manner, allocating department workload throughout the team. 
· Become a subject matter expert regarding at least two of the CORU regulated professions, especially relating to the qualification process and the nature of employment for that profession.
· Communicate and engage with CORU applicants through phone and e-mail support, delivering timely, accurate and clear decision updates to applicants, and provide administrative support and backup to the department.
· Proactively identify new methods to make daily operations and processes more efficient and robust.
· Take meeting minutes as required.
· Become fully familiar with governing legislation (HSCP Act 2005 (as amended) and Bye-Laws), EU directives and government policy relating to area of direct responsibility.
· Engage with relevant regulators and internal and external stakeholders to promote and progress the work of CORU.
· Engage fully in departmental training and participate in cross-departmental projects from time to time.
· Assist in production of Annual Reports, Corporate Plans and Policies and other corporate publications as required
· Represent CORU in a professional manner at external events as may be required from time to time. 
· Any other tasks as may be assigned by the department managers or the head of department. 

Knowledge & Experience:
Essential:
· At least two years relevant administration experience
· Excellent interpersonal and communication skills
· Good understanding of professional regulation and the work of CORU
· Ability to work with a high degree of confidentiality and discretion
· Proven organisational skills and ability to work towards tight deadlines
· Adaptability and flexibility in a fast-paced environment
· A thorough knowledge and understanding of office processes and equipment and PC proficiency is essential
· Ability to produce accurate high-quality reports in high volumes
· High level of attention to detail in documentation/communication

Desirable:
  	
· Previous administrative experience in a regulatory environment
· Experience within a process role would be an advantage
· Ability to represent the organisation at seminars or meetings
· Staff supervisory experience
· Third level qualification or equivalent in project management, process management or public administration would be an advantage.


Recruitment Process:

Candidates will be notified of the outcome of interview up to 5 working days following the day of interviews, with the first day considered as the day after interviews. 

Please note that interviews are taking place remotely, and there may be additional rounds of interview required.

It is likely that interviews for this position will take place in July 2026.

Hybrid working available subject to completion of successful probation.
For information on our Reasonable Accommodations process, please visit here.
A panel may be formed for this role. Panels will be live for 6 months as standard with the possibility of extension. Placement on a panel is subject to your consent. 


This job description is intended as a basic guide to the scope and responsibilities of the position; it is subject to regular review and amendment as necessary.
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