MIGRANT WOMEN OPPORTUNITIES FOR WORK
INFORMATION GUIDE

Mi-WOW. Migrant Women - Opportunities for Work

LEGAL DISCLAIMER
The present material has been developed by New Communities Partnership (NCP) for
information purposes only. This guide is not intended, and should not be considered, to
be legal advice as NCP is not a practising law centre. If you were to need legal advice
in relation to your working rights or immigration status, please contact our team to be
referred to the relevant organisation or service provider.
NCP offers no guarantee as to the accuracy or applicability to your particular set of
circumstances in relation to the information provided herein.
This guide and its contents may change from time to time but is up to date as of May
2020.

FUNDED BY

Mi-WOW is an NCP project supported by the Department of Justice and Equality,
Ireland’s European Structural and Investment Funds Programmes (2014-2020), and the
European Social Fund (ESF) programme PEIL 2.9 Gender Equality, Strand A (Women
Returning to the Workforce) 2019.
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ABOUT MI-WOW
MIGRANT WOMEN –
OPPORTUNITIES FOR WORK

Migrant Women - Opportunities for Work (Mi-WOW) is a New Communities Partnership
(NCP) project coordinated and run by migrant women and supported by the Department
of Justice and Equality, Ireland’s European Structural and Investment Funds Programmes
(2014-2020), and the European Social Fund (ESF) programme PEIL 2.9 Gender Equality,
Strand A (Women Returning to the Workforce) 2019.
Mi-WOW is looking to explore, support, and overcome specific barriers that Migrant Women
are facing in Ireland during their job-seeking journeys. Mi-WOW is designed to empower
Migrant Women to reach their potential, rebuilding their confidence, and upgrading their
skills to facilitate their access to the labour market and/or career progression in ways that
are linked to their professional goals.
Additionally, Mi-WOW aims to provide support and a critical thinking space to enterprises,
creating and developing inclusive and equal routes for Migrant Women to participate in any
space of the Irish labour market.
With this project, NCP seeks to contribute with the promotion of social inclusion, equality
between women and men, as well as between all members of society, with a view to increasing
equal opportunities for all and reducing discrimination in Ireland. Mi-WOW’s approach to
achieve this will be holistic, by working with and training both sides of the equation: Migrant
Women and prospective employers.
This information guide has been designed as part of our Public Conversation Hubs to offer
information on employment rights and entitlements, employment supports and services,
qualification recognition, etc. With this material we want to provide you with general
information and a comprised pack of resources available in Ireland, so you can confidently
explore the Irish labour market.
Additionally, as part of our service we provide an 8-week Returning to the Workforce
Training aimed at preparing Migrant Women living in Ireland to go back to work.
This training offers IT up-skilling, communication skills for work, information and preparation
on the Irish labour market, and one-to-one individualised support sessions.
Contact us for more info on miwow@newcommunities.ie or 087 327 0540 / 087 167 2039.
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BASIC INFORMATION
PERSONAL PUBLIC SERVICE NUMBER (PPSN)
Your Personal Public Service number (PPSN) is a unique identifier that is necessary to have
to start legal employment and/or avail of social welfare supports in Ireland (if you qualify for
them). The PPSN is also used by certain state bodies for tax purposes and when you need
access to public services and information in Ireland.
To obtain a PPS number and card you need to book an appointment by setting up an account
on www.mygovid.ie. You will need to bring a printout with the appointment date and any
additional requirements set out on the website, for example Photo ID and Proof of Address.
The meeting with the officer takes no more than 15 minutes. Remember to be punctual.

QUALIFICATIONS RECOGNITION
If you have a professional qualification, you can get a free advice on general academic
recognition of qualifications gained outside of Ireland with the National Academic Recognition
Information Centre - Quality and Qualifications Ireland (NARIC – QQI). For more information,
please see: http://www.qqi.ie/Articles/Pages/NARIC-Ireland.aspx
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CHILDCARE SCHEMES
EARLY CHILDHOOD CARE AND EDUCATION PROGRAMME
The Early Childhood Care and Education (ECCE) Scheme provides early childhood care and
education for children of pre-school age. Children can start ECCE when they are 2 years and
8 months of age and continue until they transfer to primary school (provided that they are not
older than 5 years and 6 months at the end of the pre-school year).
The State pays participating playschools and day-care services a set amount per child to
offer the ECCE service. In return, participating centres and playschools provide a pre-school
service free of charge to all children within the qualifying age range. The service is for a set
number of hours over a set period of weeks. There is only one point of entry at the beginning
of the programme year in September.
For more information, please visit: www.citizensinformation.ie

NATIONAL CHILDCARE SCHEME
The National Childcare Scheme (NCS) is a new scheme that provides financial support to
help parents to meet the costs of childcare. It gives financial support towards the cost of
childcare for the hours spent outside of pre-school or school. This scheme operates alongside
the ECCE programme.
The National Childcare Scheme provides two types of childcare subsidy. One for babies
and children aged between 6 months (24 weeks) and 3 years (36 months) which is not
means tested, and another income assessed subsidy for children aged between 6 months
(24 weeks) and up to 15 years which is means-tested.
Your child must be attending a childcare provider who is
registered with Tusla (including childminders and school-age
childcare services) and has a National Childcare Scheme
contract with the Department of Children and Youth Affairs.
Subsidies are paid directly to your childcare provider;
however you must apply for the subsidy yourself. Your
provider then subtracts your subsidy from your childcare bill.
The Department of Children and Youth Affairs (DCYA) is
responsible for NCS policy, legislation, and oversight but
day-to-day management of the scheme is carried out by
Pobal (the scheme administrator).
For more detailed information on how to apply and who can
benefit from this scheme, please visit:
www.citizensinformation.ie or ncs.gov.ie
7
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JOBSEEKERS SUPPORT
INTREO
Intreo is a service provided by the Department of Social Protection. It is responsible for
managing a range of resources around employment and income support. It provides services
to both jobseekers and employers.
It provides information on employment opportunities, training our courses opportunities,
upskilling, guidance interview, and other ways to help you enter the workforce. In every
Intreo Centre you can find Self-Service Kiosks where you will find information regarding
employment and training opportunities.
All information is available at www.mywelfare.ie or www.jobsireland.ie
For the full list of Intreo Centres go to www.mywelfare.ie/en/pages/intreo---contactinformation.aspx. You can also call on Lo-Call number 1890 800 024.

JOB CLUBS
Job Clubs offer a drop-in-service, one-to-one sessions, and workshops designed to help
jobseekers with assessing their options, setting their career goals, and exploring employment
opportunities. In Job Clubs you can find help with composing your most up to date CV and
you can also improve your job search and interview skills. Job Clubs deliver support through
workshops and individual sessions. As a jobseeker you can engage directly with the services
or be referred by Department of Social Protection.
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LOCAL EMPLOYMENT SERVICES (LES)
Local Employment Services support jobseekers through guidance interviews, providing
information and help with developing a career plan. You can also find information about
training and educational opportunities to enhance your options on the job market. The
services are available to all jobseekers who decide to engage with the agency and to those
who are referred by Department of Social Protection (DSP). The service is designed to assist
jobseekers new to the job market and to those who decide to re-enter employment.

EURES INTERNATIONAL EMPLOYMENT SERVICES
International Employment Services is part of the EURES Network (European Employment
Services) is a job mobility portal which was established by the European Commission to
ensure free movement of workers from and within European Economic Area (EEA) countries.
Jobseekers who wish to find work in Europe, to obtain information regarding living and
working conditions in their chosen country, and/or to upload a CV which can be viewed by
prospective European employers can use EURES to access a database of jobs available
within the EEA.
EURES facilitates the connection between potential employees and potential employers
throughout the EEA. EURES advisers have all the necessary expertise regarding legal and
administrative matters concerning working in another EEA country.
For more information, please visit: www.eures.europa.eu
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EMPLOYMENT SCHEMES
Employment Schemes are support programmes that encourage people
who have been unemployed, or under certain other social welfare
payments for a specific period of time, to return to work. Each of the
following schemes has different rules to determine who is eligible:
COMMUNITY EMPLOYMENT (CE)
The CE programme is designed to help people who are long-term unemployed (or otherwise
disadvantaged) to get back to work by offering part-time and temporary placements in jobs
based within local communities. Participants can take up other part-time work during their
placement. After the placement, participants are encouraged to look for permanent jobs
elsewhere, based on the experience and new skills they have gained while on a Community
Employment scheme. This scheme is open to people between the ages of 21 and 55 years.
For more information, please visit: www.citizensinformation.ie

JOBPATH – EMPLOYMENT ACTIVATION PROGRAMME
Jobpath is an employment activation programme intended to help jobseekers find and retain
full-time employment. The Department of Employment Affairs and Social Protection selects
clients for Jobpath on a random basis, therefore you cannot apply to avail of Jobpath.
Supports from Jobpath are aimed at people who are long-term unemployed and people who
are newly unemployed but who may need intensive support to find work.
A Jobpath adviser will contact selected
jobseekers and invite them for an information
session. During the programme all selected
jobseekers receive intensive support in job
search and preparing for work.
Upon finding employment, service users will
continue to receive support from Jobpath for
the first year of employment.
While in the programme a jobseeker may
be referred to further education or training
opportunities. While in Jobpath, a jobseeker
will keep his/her full Social Welfare payment.
For more information, please go to:
www.seetec.ie and/or www.turasnua.ie
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RURAL SOCIAL SCHEME (RSS)
The Rural Social Scheme provides a supplementary income for low-income farmers and
fishermen or fisherwoman who are 25 years of age or over unable to earn an adequate living.
Participants of RSS deliver certain services for the benefit of the local community.
For more information, please visit: www.gov.ie

TÚS – COMMUNITY WORK PLACEMENT INITIATIVE
The Tús initiative is a community work placement scheme providing short-term working
opportunities for unemployed people. The work opportunities are to benefit the community
and are provided by community and voluntary organisations in both urban and rural areas.
Participants are selected by the Department of Employment Affairs and Social Protection,
which has overall responsibility for the scheme.
Participants work 19 ½ hours a week and the placement lasts 12 months. While in the
programme participants are paid equivalent of their weekly allowance and a €20 weekly topup. For information on how to qualify, please go to: www.gov.ie

WORK PLACEMENT PROGRAMME (WPP)
The Work Placement Programme (WPP) provides 9 months’ work experience in the private,
public, community and voluntary sectors for graduates and other unemployed people. The
placements are for a minimum of 25 hours per week.
For more information, please visit: www.citizensinformation.ie

YOUTH EMPLOYMENT SUPPORT SCHEME
The Youth Employment Support Scheme is a work
experience placement programme targeted at young
jobseekers aged 18-24 who are long-term unemployed or
face barriers to employment.
The Scheme aims to provide jobseekers with the opportunity
to learn basic work and social skills in a supportive
environment while on a work placement. It entails a weekly
payment of €229.20.
For information on requirements and how to qualify, please
go to: www.gov.ie
All placements under the Scheme are advertised on
www.jobsireland.ie
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EDUCATION AND TRAINING
BACK TO EDUCATION (BTE) PROGRAMME
The BTE programme exists to support people to take part in educational and personal
development courses that will help them to access employment. To be entitled to take part
in this programme, a candidate must be accepted into a qualifying course, must be aged 21
years (or over 24 years of age for post-graduate courses) and must be a recipient of certain
social welfare payments.
When considering taking part in the BTE programme, a participant can choose between five
different options:

Second-Level Option:
You can attend a second-level course of education at any secondary, community,
comprehensive, or vocational school. The course must be full-time and lead to a
certificate recognised by the Department of Education and Skills or approved by Quality
and Qualifications Ireland (QQI), for example, Junior Certificate, Leaving Certificate,
Post Leaving Certificate or a City and Guilds Certificate. An Access or Foundation
course is considered to be a second-level course for BTEA purposes.

Post-Graduate Option:
You can get BTEA for a postgraduate course of study that leads to a Higher Diploma
(H.Dip.) qualification in any discipline or a Professional Masters in Education.
Other types of postgraduate qualifications are not recognised for BTEA. The only
exception to this is where a college has admitted a person without a third-level
qualification to a Master’s course on the basis of relevant life experience - in these
cases the person may be entitled to BTEA.
You will not get BTEA if you already have a postgraduate qualification.

Education, Training and Development Option:
This option allows you to attend short courses, typically no longer than 10 weeks. For
example, courses may be one-day courses, half-day courses for a number of weeks or
evening courses. You must be able to show that the course chosen will improve your
chances of getting a job. Courses you can take part in include:
Personal development courses
General training courses
Specific job skills courses
Evening courses
The course must be approved by a Case Officer and should form part of your DEASP
Personal Progression Plan. You can arrange an appointment with a Case Officer by
contacting your Intreo Centre.
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Part-Time Education Option (PTEO):
The Part-Time Education Option (PTEO) allows you to keep your Jobseeker’s
Allowance or Jobseeker’s Benefit and attend a part-time day or evening course of
education or training. You must continue to meet the conditions for Jobseeker’s Benefit
or Jobseeker’s Allowance.
This means that you must be able to show that you are still actively looking for and
willing to take up work and that the course is likely to improve your chances of getting
a job. If you are offered work while on the course you will be expected to accept the
job offer. For further details on all the options, please visit: www.citizensinformation.ie

EDUCATION AND TRAINING BOARD (ETB) COURSES
This scheme provides a range of courses to meet the education and training needs of
unemployed people. It gives participants opportunities to improve their general level of
education, gain certification, develop their skills and prepare for employment, self-employment
and/or further education and training.
For more details on this scheme, please visit: www.etbi.ie

FIT (FASTRACK TO IT)
FIT’s mission is to promote an inclusive
Smart Economy by creating a fast track
to marketable technical skills for those at
risk of unemployment long term.
It is the primary industry skills development
initiative
facilitating
collaboration
with government, education &amp;
training providers and disadvantaged
communities to enable greater access
to employment for marginalised job
seekers.
For more information, please go to:
www.fit.ie

MOMENTUM
MOMENTUM is an initiative that offers the provision of free education and training projects
to allow 6,500 jobseekers (who have been unemployed for 12 months or more) to gain skills
and to access work opportunities in identified growing sectors.
For more information, please visit: www.momentumskills.ie

NALA’S DISTANCE LEARNING SERVICES
The National Adult Literacy Agency (NALA) is a free scheme designed to improve literacy
and numeracy skills of adults and it was developed to fit the needs of adults. You can study
13
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online by yourself or work with a tutor over the phone. Or you can do a combination of these
to suit your lifestyle. Everything is free. You decide what, where and when you want to learn.
For more information, please visit: www.nala.ie

SKILLNETS
Skillnets is a business support agency of the Government of Ireland, which aims to advance
the competitiveness, productivity, and innovation of Irish businesses through enterpriseled workforce development. Skillnets targets jobseekers who are looking for training to get
into specific industry. Skillnets offers trainings often linked with a work placement. Available
courses are full-time or part-time. Jobseeker’s Support Programme will help potential
candidates for the programme to access all available support within Skillnets.
For further information, please go to: www.skillnets.ie

SOLAS TRAINING
SOLAS is the state agency tasked
with building a world class Further
Education and Training (FET) sector to
fuel Ireland’s future. All jobseekers who
are registered with Intreo can apply for
SOLAS’ training programme. When
on social welfare training, all training
programme participants will receive a
training allowance. Some of the available
courses are evening courses and free for
social welfare recipients.
For more information, please go to: www.
solas.ie

SPRINGBOARD
Springboard offers free full-time and part-time courses within the higher education sector,
although the majority of courses are part-time for a maximum of 12 months. Springboard
courses are open to all eligible applicants whether they are employed, unemployed or a
returner. However, restrictions may apply for unemployed applicants for 2 Year Part-time ICT
Skills Conversion Courses.
All courses lead to qualifications in enterprise sectors which are growing and need skilled
personnel, including information and communications technology (ICT); manufacturing;
international financial services; and key skills for enterprise to trade internationally.
Qualifications are also available in cross-enterprise skills such as innovation, enterprise/
entrepreneurship, digital marketing, and project management.
To find out more, please visit: www.springboardcourses.ie
14
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SPRINGBOARD PLUS / ICT SKILLS PROGRAMME
This programme is aimed at people who are a Level 8 (or equivalent) college graduates
with a high level of numerical skills and who are interested in re-training in Information
and Communication Technology (ICT). Successful applicants will access free post-graduate
Higher Diploma Conversion Programme. The focus is primarily on computing, programming,
software and data analysis.
For more information, please go to: www.springboardcourses.ie

QUALIFAX – NATIONAL LEARNERS DATABASE
Qualifax is an online ‘one-stop shop’ for learners and provides information on further and
higher education courses and training.
For further details, please go to: www.qualifax.ie
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INCOME / WELFARE SUPPORTS
BACK TO WORK ENTERPRISE ALLOWANCE (BTWEA)
The Back to Work Enterprise Allowance (BTWEA) scheme encourages people getting certain
social welfare payments to become self-employed. If you take part in the Back to Work
Enterprise Allowance scheme you can keep a percentage of your social welfare payment for
up to 2 years.
For more information, please go to: www.mywelfare.ie

BACK TO WORK FAMILY DIVIDEND
The Back to Work Family Dividend (BTWFD) scheme aims to help families to move from
social welfare into employment. This scheme gives financial support to people with qualified
children who are in or take up employment or self-employment and as a result stop claiming
a jobseeker’s payment or a one-parent family payment.
For further details, please go to www.mywelfare.ie

BENEFIT TO WORK READY RECKONER
The tool is designed for those who are currently not in any type of employment, are in receipt
of a Jobseeker’s Payment and are considering taking up full-time sustainable employment.
For full details, please visit: www.mywelfare.ie

COVID-19 PANDEMIC UNEMPLOYMENT PAYMENT
COVID-19 Pandemic Unemployment Payment
is a new social welfare payment of €350 a
week for employees and self-employed people
who have lost all their employment due to the
COVID-19 public health emergency.
You can apply for the payment if you are
aged between 18 and 66, live in the Republic
of Ireland, and have lost all your employment
due to the coronavirus restrictions. Employees,
self-employed people, part-time workers, and
students can apply for the payment.
This payment is available to both EEA AND
non-EEA nationals (including stamp 1, stamp
1G, stamp 4, stamp 4s and stamp 2 holders).
You can apply online on: MyWelfare.ie
For further details, please go to:
www.citizensinformation.ie or www.gov.ie
16
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FAMILY INCOME SUPPLEMENT (FIS)
Family Income Supplement (FIS) is a weekly tax-free payment available to employees with
children. It gives extra financial support to people on low pay. You cannot qualify for FIS if
you are only self-employed - you must be an employee to qualify.
You must have at least one child who normally lives with you or is financially supported by
you. Your child must be under 18 years of age or between 18 and 22 years of age and in
full-time education.
To qualify for FIS, your average weekly family income must be below a certain amount for
your family size. The FIS you receive is 60% of the difference between your average weekly
family income and the income limit which applies to your family.
For more information, please visit: www.mywelfare.ie

JOBSPLUS
JobsPlus is an employer incentive which encourages and rewards employers who employ
jobseekers on the Live Register. Employers are paid an incentive monthly in arrears over a
2-year period. It provides 2 levels of regular cash payments, €7,500 and €10,000 respectively.
Eligible employers who recruit full-time employees on or after 1 July 2013 may apply for the
incentive. The European Commission provides co-funding to JobsPlus for participants under
25 years. JobsPlus is jointly backed by the Youth Employment Initiative (YEI), the European
Social Fund (ESF) and Department of Employment Affairs and Social Protection on an equal
funding basis. For more information go to www.mywelfare.ie

JOBSEEKER’S ALLOWANCE
If you are unemployed, you may be paid either Jobseeker’s Allowance (JA) or Jobseeker’s
Benefit (JB). Both payments are paid by the Department of Employment Affairs and Social
Protection. You may get Jobseeker’s Allowance if you don’t qualify for Jobseeker’s Benefit
or if you have used up your entitlement to Jobseeker’s Benefit. In some cases, if you are
17
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only entitled to a reduced rate of Jobseeker’s Benefit you may be better off on Jobseeker’s
Allowance. However, Jobseeker’s Allowance is means-tested and your means must be below
a certain level to qualify. For further details, please see: www.mywelfare.ie

JOBSEEKER ALLOWANCE AND SELF-EMPLOYMENT
If you are unemployed and in receipt of either Jobseeker’s Benefit or Jobseeker’s Allowance
and you engage in self-employment you may be able to claim some of your Jobseeker’s
Benefit or Jobseeker’s Allowance payment.
For further details, please go to: www.mywelfare.ie

JOBSEEKER’S BENEFIT
Jobseeker’s Benefit is a weekly payment from
the Department of Employment Affairs and Social
Protection to people who are out of work and are
covered by social insurance (PRSI).
For more information, please go to:
www.mywelfare.ie

LIMITED COMPANY
If you set up your business as a limited company, the
business is a separate legal entity. If the company
gets into debt, the creditors generally only have a
claim on the assets of the company.
The company must be registered with the Companies
Registration Office (CRO) and the company reports
and accounts must be returned to the CRO each
year.
For more information, please go to: www.citizensinformation.ie

PARTNERSHIP
A partnership is where two or more people agree to run a business in partnership with each
other. The partnership agreement should be drawn up by a solicitor. The partners are jointly
responsible for running the business and if it fails all partners are jointly responsible for the
debt. For more details, please visit: www.mywelfare.ie

PART-TIME JOB INCENTIVE SCHEME
The Part-Time Job Incentive (PTJI) Scheme allows certain people getting Jobseeker’s
Allowance (JA) to take up part-time work and get a special weekly allowance instead of
their jobseeker’s payment. It is intended to be a steppingstone to full-time work. You must
be available for and seeking full-time work while you are on the Part-Time Job Incentive
Scheme. For more information, please visit: www.mywelfare.ie
18
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SHORT TERM ENTERPRISE ALLOWANCE
The Short-Term Enterprise Allowance (STEA) gives support to people who have lost their
job and want to start their own business. To qualify you must be getting Jobseeker’s Benefit.
There is no qualifying period, which means you do not need to have been getting Jobseeker’s
Benefit for a certain period of time. However, you will not qualify if you are getting Jobseeker’s
Benefit and working part-time.
The Short-Term Enterprise Allowance is paid instead of your Jobseeker’s Benefit for a
maximum of 9 months. It ends when your entitlement to Jobseeker’s Benefit ends (that is at
either 9 or 6 months). For more information, please visit: www.citizensinformation.ie

SOLE TRADER
It is relatively simple to set up as a sole trader but if your business fails, your personal assets
could be used to pay your creditors. Your main legal obligation is that you must register
as a self-employed person with Revenue (see ‘Tax and PRSI’ below). If you wish to use
a business name you must register your business name with the Companies Registration
Office (CRO). For more information, please go to: www.citizensinformation.ie

STARTING YOUR OWN BUSINESS
If you are thinking of setting up a business, there are a number of issues you need to
consider. Different supports and regulations apply, depending on your particular situation.
You may be employed, unemployed or someone who is coming from outside Ireland to set
up a business. You can find out more by visiting: www.citizensinformation.ie
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SUPPLEMENTARY WELFARE ALLOWANCE
Basic Supplementary Welfare Allowance is a weekly allowance paid to people who do not
have enough income to meet their needs and those of their families.
If you have no income, you may be entitled to the basic Supplementary Welfare Allowance.
If your weekly income is below the Supplementary Welfare Allowance rate for your family
size, a payment may be made to bring your income up to the appropriate Supplementary
Welfare Allowance rate.
If you have claimed a social welfare benefit or pension but it has not yet been paid and you
have no other income, you may qualify for basic Supplementary Welfare Allowance while
you are waiting for your payment. If you have returned to work you can claim the basic
Supplementary Welfare Allowance for up to 30 days while you are waiting for your wages.
To find more information, please go to:
www.mywelfare.ie

SUPPORTING SMALL AND MEDIUM ENTERPRISES (SMES)
ONLINE TOOL
By answering 8 questions, a small business will:
Find out which of the over 80 Government business supports from 27 different
Government Departments, Agencies and Initiatives are available to them.
Obtain information on the range of Government supports for accessing credit.
Be told their nearest Local Enterprise Office to discuss the outcomes of the guide
further.
Be able to download all these filtered results into a document for their further use.
For more information, please go to: www.finance.gov.ie

20
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STARTING A JOB
REGISTERING WITH THE REVENUE
If your new job is your first job in Ireland, you must register with Revenue by visiting their
website on their myAccount section (www.ros.ie) by using the Jobs and Pensions service.
When you start a new job, you must give your Personal Public Service Number (PPSN) to
your new employer. Your new employer will notify Revenue that you have started working
with them, Revenue will then:
issue you with a Tax Credit Certificate
provide your employer with a Revenue Payroll Notification (RPN).
Your employer can then make the correct deductions from your salary.
If you do not give your new employer your PPSN, you may pay too much tax. Your employer
will be required to deduct emergency tax from your pay.
Where your new employer fails to notify Revenue that you have started working with them,
you can use Revenue’s myAccount to register your new job but you will need your employer’s
Tax Registration Number which they should facilitate. For more information, please visit:
www.revenue.ie.

DIFFERENT TYPES OF EMPLOYMENT
When you start employment you can either be an employee (employed by someone else) or
be self-employed (where you are responsible for your own tax returns and not covered by
most employment protection legislation).
As an employee you can be employed full-time or part-time, on a permanent or temporary
basis, or even as a casual employee.

CONTRACT OF EMPLOYMENT
A contract of employment is a legal binding document between an employer and an employee
that sets outs the terms and conditions of the employment relationship.
The contract of employment can be in writing or agreed verbally, but the statement of terms
of employment must be issued to you in writing within a two-month period of starting work.
This document should specify your place of work, job title or nature of the work, starting date
of employment, salary, hours of work, breaks, paid leave, sick pay, period of notice, and
duration of employment (for temporary jobs).
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PAYSLIP
A payslip is essentially a written statement from your employer that outlines your income i.e.
the total salary payment before tax and all details of any deductions from pay for a specified
period of time (e.g. a week, a month). It can be provided to you in electronic format via email
or in hard copy. All employees in Ireland have the right to a payslip.

Payslip sample

Understanding your Payslip
What is PRSI?
‘PRSI’ stands for ‘Pay Related Social Insurance’ contributions which go towards Social
Welfare benefits and pensions. PRSI is the main source of funding for social welfare
payments and most people working in Ireland have to pay this with few exceptions.
The amount you pay depends on your job, earnings, and what PRSI class you are in. In
some cases, you may be entitled to a rebate (tax refund).
PRSI ee refers to Employees PRSI (the PRSI that is charged to employees).
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What is PRSI Class?
The PRSI Class is usually dictated by the nature of a person’s employment which will
influence the amount of PRSI contributions you pay. PRSI contribution classes are further
divided into subclasses – the sub class is determined by the amount of employee’s
weekly gross reckonable earnings. For more information, please visit: https://www.
gov.ie/en/publication/b32a18-operational-guidelines-prsi-pay-related-social-insurancecontributio/#prsi-contribution-classes

How do you calculate your Income Tax?
If you are paid weekly, your Income Tax (IT) is calculated by:
applying the standard rate of 20% to the income in your weekly rate band;
applying the higher rate of 40% to any income above your weekly rate band;
adding the two amounts above together;
deducting the amount of your weekly tax credits from this total.
If you are paid fortnightly or monthly, the same principles apply.
For more information, please see:
https://www.revenue.ie/en/jobs-and-pensions/calculating-your-income-tax/how-yourincome-tax-is-calculated.aspx

What is USC?
USC or the ‘Universal Social Charge’, is a tax payable on your total income.
If your total income exceeds €13,000 you pay USC on your full income.
Total income for USC purposes includes things such as:
employment income;
taxable employer benefits;
self-employed income;
rental income;
share option gains;
dividend income
You do not pay USC on:
payments from the Department
of Employment Affairs and Social
Protection (DEASP);
deposit interest that was subjected to
Deposit Interest Retention Tax.
Capital allowances for plant & machinery and
certain buildings are allowed as a deduction
before USC is calculated.
There is no relief from USC for employee pension contributions.
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What is PAYE?
PAYE stands for ‘Pay As You Earn’ and is a system of deducting Income Tax, PRSI, and
USC from your salary when you are an employee. Every time your salary is paid, your
employer pays the amounts deducted directly to Revenue. PAYE ensures that the yearly
amounts you have to pay are collected evenly on each pay day over the course of the tax
year.

What are Tax Credits?
Tax credits are used to reduce the amount of tax you pay. Everyone resident in Ireland
is entitled to a Personal Tax Credit. The Personal Tax Credit you get depends on your
personal circumstances whether you are:
single;
married or in a civil partnership;
widowed or a surviving civil partner;
separated;
divorced or a former civil partner.
Depending on your personal circumstances, you might also be entitled to additional tax
credits, for example if you are a Pay As You Earn (PAYE) employee, a home carer, or aged
65 years or older.
Tax credits are allocated each year and tax is calculated as a percentage of your income.
Your tax credits are deducted from this to give the amount of tax you will pay.
Unused tax credits in a pay week or month are carried forward to later pay period(s) in the
same tax year. However, you cannot get a refund for unused tax credits or carry unused
tax credits into another tax year.

What is Gross Pay?
Your total salary (either weekly, fortnightly, monthly, etc.) before any deductions are made.

What is Net Pay?
The total amount you are paid (either weekly, fortnightly, monthly, etc.) after tax, PRSI,
and other deductions are made. Net pay is the money you actually get in the bank.

Total Deductions?
The total amount of money deducted in that specific pay period.

What is weekly/monthly cut-off?
The amount you can earn each time you are paid before you have to pay the higher rate
of tax. Every time you are paid, you pay tax at the standard rate of tax up to your standard
rate cut-off point.
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What is premium pay?
This is a payment made extraordinarily when working public holidays, Saturdays or
Sundays, working over-time, etc. Not all employers offer paid overtime (they may offer
time off in lieu instead) so these payments will depend on what was agreed on in your
contract of employment.

What is premium pay?
This is a payment made extraordinarily when working public holidays, Saturdays or
Sundays, working over-time, etc. Not all employers offer paid overtime (they may offer
time off in lieu instead) so these payments will depend on what was agreed on in your
contract of employment.

MINIMUM WAGE AND WORKING HOURS
Minimum Wage
If you are an employee and over the age of 20 you are entitled to the full-rate national
minimum wage irrespective of industry. The minimum wage applies to full-time, part-time,
temporary and casual employees.
Exceptions apply to:
individuals who are employed by a close relative where the employer is a Sole
Trader, such as a spouse, civil partner, parent, step-parent, grandparent, child,
step-child, grandchild, sibling or half-sibling of the employer;
people who are in a statutory apprenticeship, internship, or volunteering
programme; and employees aged 19 or younger (different rates apply).
From February 2020, the national minimum wage for an adult worker is €10.10 p/h.

Working Hours
According to Irish regulations, for most employees, the maximum average working week
cannot exceed 48 hours. This does not mean that a working week can never exceed
48 hours; it is the average that is important. The maximum working week of 48 hours is
averaged over 4, 6, or 12 months’ period depending on the industry.
Employers must keep a record of how many hours an employee works. If you are required
to work more than 48 hours per week on a long-term basis this is in breach of the Act and
you are entitled to lodge a complaint to the Workplace Relations Commission.
For more information, please visit:
https://www.workplacerelations.ie/en/what_you_should_know/hours-and-wages/
national%20minimum%20wage/
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PUBLIC HOLIDAYS
There are 9 public (bank) holidays in Ireland during which most schools and businesses
close: New Year’s Day (1st January), St. Patrick’s Day (17th March), Easter Monday, First
Monday in May, First Monday in June, First Monday in August, Last Monday in October,
Christmas Day (25th December), and St. Stephen’s Day (26th December).
Full-time workers have an automatic entitlement to benefit for public holidays, and part-time
employees are entitled to this benefit if they worked a minimum of 40 hours in the previous
five weeks. Most employees qualify for public holidays benefit and are entitled to either:
1) a paid day off on the public holiday, or
2) an additional day’s pay, or 3) an additional day off.
For more information, please see:
https://www.workplacerelations.ie/en/What_You_Should_Know/Leave_Holidays/Public_
Hols.html
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APPENDIX A
SAMPLE RESOURCES FOR JOBSEEKERS
WEBSITES FOR JOB-SEEKERS:
General Jobs
www.indeed.ie
www.irishjobs.ie
www.jobbio.com
www.jobisjob.ie
www.jobs.ie
www.publicjobs.ie
www.monster.ie
www.toplanguagejobs.ie

NGO’s / Development & Community Sector
ActiveLink: https://www.activelink.ie/content/vacancies
Charities Institute Ireland: https://www.charitiesinstituteireland.ie/careers
Charity Careers Ireland: https://www.charitycareersrecruitment.ie/careers/
Dóchas: https://dochas.ie/ (You need to sign up for their Wednesday News newsletter to receive
information on job vacancies from different development and humanitarian organisations).
The Wheel: https://www.wheel.ie/jobs
If you are interested in working within this sector, we advise you to also check frequently the
websites of organisations that you may like to work with.

Public Sector
https://publicjobs.ie/en/
If you are interested in working within the public sector, we advise you to also check the general
jobs websites for open vacancies.
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RECRUITMENT AGENCIES:
SECTOR
All sectors

Administration and Office
Support

Agriculture
Cleaning

Childcare
Construction

Community
Finance
Healthcare
Industrial and Manufacturing

NAME
Career Jet
FRS Recruitment
Hays
Headhunt International
My Future Role
Recruit Ireland
Reed Recruitment
CPL Recruitment

WEBSITE
www.careerjet.ie
www.frsrecruitment.com
www.hays.ie
www.headhuntinternational.com
www.myfuturerole.ie
www.recruitireland.com
www.reedglobal.ie
www.cpl.ie

CLS Recruitment
Eden Recruitment
First Staff
La Crème
Sigmar Recruitment
Agri Recruit
Derrycourt
MCR
Noonan Services
Early Childhood Ireland
Building Staff Solutions
Construction Jobs
Sherlock Recruitment
Active Link
eFinancial Careers
Finance Jobs
CPL Healthcare
Healthcare Jobs
ASF Recruitment

www.clsrecruitment.ie
www.edenrecruitment.ie
www.firststaff.ie
www.lacreme.ie
www.sigmarrecruitment.com
www.agrirecruit.ie
www.derrycourt.ie
www.mcrgroup.ie
www.noonan.ie
www.earlychildhoodireland.ie
www.buildingstaff.ie
www.constructionjobs.ie
www.sherlockrecruitment.ie
www.activelink.ie
www.efinancialcareers.ie
www.financejobs.ie
www.cpl.ie
www.healthcarejobs.ie
www.asf.ie

Broadline recruitment
Flexsource
Grafton Recruitment
Kaizen Recruitment
Manpower
MCR
Noel Recruitment
Oak Recruitment
Team Obair
Temple Recruitment
QED Recruitment

www.broadlinerecruiters.com
www.flexsource.ie
www.graftonrecruitment.ie
www.kaizenrecruitment.com
www.manpower.ie
www.mcrgroup.ie
www.noelrecruitment.ie
www.oakrecruitment.ie
www.teamobair.ie
www.templerecruitment.ie
www.qedrecruitment.ie
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IT

Multilingual

Medical
Personal Care Assistance

Security
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Archer
Ergo IT Resourcing
services
Talent Spot Recruitment
Top Language Jobs
Word Perfect Translations
Translation
Google
Jackie Brown Medical
Comfort Keepers
First Care
Home Instead
Senior Care
Irish Wheelchair
Association
Securitas
Paragon Security

www.archer.ie
www.ergogroup.ie
https://www.talentspot.ie/
www.toplanguagejobs.ie
www.wordperfect.ie
www.translation.ie
www.google.ie
www.jackiebrownmedical.ie
www.comfortkeepers.ie
www.firstcare.ie
www.homeinstead.ie
www.seniorcare.ie
www.iwa.ie
www.securitas.ie
www.paragonsecurity.ie

Information Guide

APPENDIX B - CV TEMPLATE
Ann Smith
Email: xxxxxxx@gmail.com Phone: 087 0000000
LinkedIn: XXXXX
ABOUT
A hardworking, flexible individual, who is able to work well under pressure and meet deadlines,
customer focused with strong communication skills. Confident and competent in the use of
Microsoft Office and SPSS, now looking to join an organisation to develop new skills while building
on existing experience.
KEY SKILLS
● Proficiency in Microsoft Office & SPSS
● Excellent Customer Service and Communication Skills.
WORK EXPERIENCE

Jan. 2003 – Dec. 2010 Conduit, Operation Centre, Point Business Park, Dublin 3.

Conduit designs, develops and delivers customer contact management
solutions for numerous stages of the customer lifecycle.

Position:

Achievement:

Customer Service Agent
● Assisting customers with product selection.
● Building up positive relationships with the team.
● Being a point of contact for customer complaints and queries.
● Handling customer financial details.
Sales increase by 27%

June 1998 – Dec. 2002 H&M, Jervis Shopping Centre, Henry St, Dublin1
Swedish multinational clothing-retail company.

Position: Shop Assistant

● Monitoring and updating sales display areas.
● Handling a range of financial transactions on a daily basis.
● Advising customers on products and services.

Achievement: Recognised as top assistant for customer experience in the year
2017

EDUCATION AND TRAINING
Business Studies Diploma, College of Further Education, Finglas West, Dublin
ADDITIONAL SKILLS AND COMPETENCIES
Full clean driving licence, Manual Handling Certificate, Spanish Intermediate.
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APPENDIX C
INFORMATION TO ADD TO YOUR CV
ACHIEVEMENTS TO PUT ON CV
You successfully
● Managed a project spanning employees
● Managed company/team/department/budget
● Directed a team/group/organisation (challenging to manage)
● Met deadlines
● Built a team
● Trained new employees
● Redesigned the procedures
● Stayed under budget for X quarters/years
● Were promoted
● Supervised a team/project
● Grew customer base
● Cut costs
● Launched new website/product/project
● Improved relationships
● Published reports or articles
● Received award / Won competition
● Attained certification
● Finished in the top of your class
● Reached objectives
● Discovered new trends
● Created new programme
● Founded a new club/organisation/campaign
● Resolved conflicts
● Climbed mountains
● Created something popular
● Held perfect attendance record
● Featured in a newspaper or website
● Presented at a conference / seminar
● Advanced organisational policy
● Achieved company goals
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ACTION VERBS FOR YOUR RESUME
The following are examples of words that you can use in your CV/Resume or even in interviews
that indicate actions and specific skills developed during your previous job experiences.

You led a project: You were in charge of a project or initiative from start to finish.
Chaired

Produced

Orchestrated

Coordinated

Planned

Operated

Headed

Oversaw

Executed

Programmed

Organised

Controlled

You envisioned and brought a project to life:
You developed, created, or introduced that project into your company.
Administered

Built

Charted

Created

Designed

Developed

Devised

Founded

Engineered

Established

Formalised

Formed

Formulated

Implemented

Incorporated

Initiated

Instituted

Introduced

Launched

Pioneered

Spearheaded

You saved the company time or money:
You helped a team operate more efficiently or cost-effectively.
Conserved

Consolidated

Decreased

Deducted

Diagnosed

Lessened

Reconciled

Reduced

Yielded
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You increased efficiency, sales, revenue, or customer satisfaction
Your work boosted the company’s numbers in some way.
Accelerated

Achieved

Advanced

Amplified

Boosted

Capitalized

Delivered

Expanded

Enhanced

Expedited

Furthered

Gained

Generated

Improved

Lifted

Maximised

Outpaced

Stimulated

Sustained

You changed or improved something
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Centralised

Clarified

Converted

Customised

Influenced

Integrated

Merged

Refined

Overhauled

Redesigned

Refined

Refocused

Rehabilitated

Remodelled

Reorganised

Replaced

Restructured

Revamped

Revitalised

Simplified

Standardised

Streamlined

Strengthened

Updated

Upgraded

Transformed
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You managed a team
Aligned

Cultivated

Directed

Enabled

Facilitated

Fostered

Guided

Hired

Inspired

Mentored

Mobilised

Motivated

Recruited

Regulated

Shaped

Supervised

Taught

Trained

Unified

United

You brought in partners, funding, or resources
Acquired

Forged

Navigated

Negotiated

Partnered

Secured

You supported customers You answered questions and advised customers
Advised

Advocated

Arbitrated

Coached

Consulted

Educated

Fielded

Informed

Resolved
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You conducted research, analysis and finding facts
Analysed

Assembled

Assessed

Audited

Calculated

Discovered

Evaluated

Examined

Explored

Forecasted

Identified

Interpreted

Investigated

Mapped

Measured

Qualified

Quantified

Surveyed

Tested

Tracked

You wrote or communicated: Writing, speaking, lobbying, or otherwise communicating.
Authored

Briefed

Campaigned

Co-authored

Composed

Conveyed

Convinced

Corresponded

Counselled

Critiqued

Defined

Documented

Edited

Illustrated

Lobbied

Persuaded

Promoted

Publicised

Reviewed

You oversaw or regulated: You enforced protocols or managed department’s requests
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Authorized

Blocked

Delegated

Dispatched

Enforced

Ensured

Inspected

Itemized

Monitored

Screened

Scrutinized

Verified
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You achieved something: You met your targets hit your goals? Won awards?
Attained

Awarded

Completed

Demonstrated

Earned

Exceeded

Outperformed

Reached

Showcased

Succeeded

Surpassed

Targeted

ACTION VERBS FOR YOUR RESUME TO SHOW SPECIFIC SKILLS
The following are examples of words that you can use in your CV/Resume or even in interviews
that indicate actions and specific skills developed during your previous job experiences.

Management/ Leadership Skills
Administered

Analysed

Appointed

Approved

Assigned

Attained

Authorised

Chaired

Considered

Consolidated

Contracted

Controlled

Converted

Coordinated

Decided

Delegated

Developed

Directed

Eliminated

Emphasised

Enforced

Enhanced

Established

Executed

Generated

Handled

Headed

Hired

Hosted

Improved

Incorporated

Increased

Initiated

Inspected

Instituted

Led

Managed

Merged

Motivated

Organised

Originated

Overhauled

Oversaw

Planned

Presided

Prioritised

Produced

Recommended

Reorganised

Replaced

Restored

Reviewed

Scheduled

Streamlined

Strengthened

Supervised

Terminated
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Communication/People Skills
Addressed
Clarified

Advertised

Arbitrated

Arranged

Collaborated Communicated Composed

Articulated

Authored

Condensed

Conferred

Consulted

Contacted

Conveyed

Convinced

Corresponded

Debated

Defined

Described

Developed

Directed

Discussed

Drafted

Edited

Elicited

Enlisted

Explained

Expressed

Formulated

Furnished

Incorporated

Influenced

Interacted

Interpreted

Interviewed

Involved

Joined

Judged

Lectured

Listened

Marketed

Mediated

Moderated

Negotiated

Observed

Outlined

Participated

Persuaded

Presented

Promoted

Proposed

Publicised

Reconciled

Recruited

Referred

Reinforced

Reported

Resolved

Responded

Solicited

Specified

Spoke

Suggested

Summarised

Synthesised

Translated

Wrote

Communication/People Skills
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Analysed

Clarified

Collected

Compared

Conducted

Critiqued

Detected

Determined

Diagnosed

Evaluated

Examined

Experimented

Explored

Extracted

Formulated

Gathered

Identified

Inspected

Interpreted

Interviewed

Invented

Investigated

Located

Measured

Organised

Researched

Searched

Solved

Summarised

Surveyed

Systematised

Tested
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Technical Skills
Adapted

Assembled

Built

Calculated

Computed

Conserved

Constructed

Converted

Debugged

Designed

Determined

Engineered

Fabricated

Fortified

Installed

Maintained

Operated

Overhauled

Printed

Programmed

Rectified

Regulated

Remodelled

Repaired

Replaced

Restored

Solved

Specialised

Standardised

Studied

Upgraded

Utilised

Adapted

Advised

Clarified

Coached

Communicated

Conducted

Coordinated

Critiqued

Developed

Enabled

Encouraged

Evaluated

Explained

Facilitated

Focused

Guided

Individualised

Informed

Instilled

Instructed

Motivated

Persuaded

Set Goals

Stimulated

Taught

Tested

Trained

Transmitted

Teaching Skills

Tutored
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Financial/Data Skills
Analysed

Appraised

Assessed

Audited

Balanced

Began

Calculated

Combined

Computed

Conceptualised

Condensed

Conserved

Corrected

Created

Creative Skills

Customised

Designed

Determined

Developed

Directed

Displayed

Drew

Entertained

Established

Estimated

Fashioned

Formulated

Founded

Illustrated

Initiated

Instituted

Integrated

Introduced

Invented

Forecasted

Managed

Marketed

Measured

Modelled

Modified

Originated

Performed

Photographed

Planned

Programmed

Projected

Reconciled

Reduced

Researched

Retrieved

Revised

Revitalised

Shaped

Solved

Adapted

Advocated

Aided

Answered

Arranged

Assessed

Assisted

Cared For

Clarified

Coached

Collaborated

Contributed

Cooperated

Counselled

Demonstrated

Diagnosed

Educated

Encouraged

Ensured

Expedited

Facilitated

Familiarised

Furthered

Guided

Helped

Insured

Intervened

Motivated

Provided

Referred

Rehabilitated

Presented

Resolved

Simplified

Supplied

Supported

Volunteered

Helping skills
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Organisation/ Detail Skills
Approved

Arranged

Catalogued

Categorised

Charted

Classified

Coded

Collected

Compiled

Corresponded

Distributed

Executed

Filed

Generated

Implemented

Incorporated

Inspected

Logged

Maintained

Monitored

Obtained

Operated

Ordered

Organised

Prepared

Processed

Provided

Purchased

Recorded

Registered

Reserved

Responded

Reviewed

Routed

Scheduled

Screened

Set Up

Submitted

Supplied

Standardised

Systematised

Updated

Validated

Verified

More verbs for accomplishments
Achieved

Completed

Expanded

Exceeded

Improved

Pioneered

Reduced (Losses)

Resolved (Issues)

Restored

Spearheaded

Succeeded

Surpassed

Transformed

Won
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APPENDIX D - COVER LETTER TEMPLATE
[DATE]
[REFERENCE / JOB TITLE]
Dear [Name],
(Paragraph 1: use this paragraph to introduce yourself and grab the attention of the reader)
I am writing to express my interest in the [position] role, as advertised [where advertised]. I believe
that my skills, education and experience make me a strong candidate for this position.
(Paragraph 2: outline relevant skills, attributes, qualifications, and experience to show the reader
you are the right candidate for the job)
I hold a [relevant qualifications]. I have [number of years] of experience as a [role] and have been
responsible for [outline key responsibilities]. I strongly believe I would bring [include a reason how
you meet the requirements and why you would like to work for the company]
(Paragraph 3: strong conclusion – you aim to meet face to face with the recruiter]
Thank you for your time and considering my application. I strongly believe that I could be an asset
to [Company Name].
Thank you for your time and consideration and I look forward to hearing from you.

Yours sincerely,
[Your Name]
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APPENDIX E - JOB INTERVIEW TIPS
1

PREPARATION FOR INTERVIEW
Phone, write, or send an email to accept interview.
Read information from job description and/or person specification.
Highlight key points from the information.
Try to think about possible questions that the interviewer may ask
(STAR method:
Situation: Set the scene and give the necessary details of your example;
Task: Describe what your responsibility was in that situation;
Action: Explain exactly what steps you took to address it;
Result: Share what outcomes your actions achieved).
Write down possible answers to these questions and examples of relevant experience.
Find more information about the organisation (e.g. from their website or by asking others).
Practise an interview with a friend.
Prepare documents required for the interview.
Plan what to wear and how to present yourself.
Think of the questions you would like to ask.

2

PREPARATION FOR JOURNEY TO INTERVIEW
Check place and time of interview.
Check directions and plan your travel.
Plan to arrive 10 minutes before the appointment.

3

INTERVIEW
Take part in introductions and pleasantries.
Use appropriate language and body language.
Remain calm and interested.
Respond to the questions by giving factual information or ideas clearly and concisely.
Ask prepared questions if appropriate.

GOOD LUCK!
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