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SONRAAs AN PHOIST
Eolas Breise:
Position of Secretary Scoil ChaitrAona CailAnA

The Board of Management of Scoil ChaitrAona CailAnA wish to appoint a suitable candidate to
the position of school secretary. This role is for 30 hours per week spread over 5 days.
Renumeration will be in line with the provisions of Department of Education and Skills Circular
0036/2022.

The key responsibilities of this role are as follows:

Organisation: Act as the first point of contact for all visitors to the school and respond to their
enquiries.

Managing school communications: phone, email, newsletters, payments, postage,

General school administration and office management:

Updating, file management and organisation of school records in compliance with GDPR, Aladdin
POD (Pupil Online Database), OLCS payment system and filing and payroll system

Assisting the Principal and Board of Management with the preparation and presentation of school
documents and reports..

Assisting with the organising of school events and activities.

Collecting and counting monies for various events and activities.

assisting with the collation of invoices, statements, delivery notes in preparation for payment.
Proven ability to initiate, plan and work on own initiative.

Proven ability to work in a team environment with staff.

The ideal candidate should have:
a?¢ Secretarial experience operating in a busy office environment and/or secretarial experience


https://www.scoilchaitriona.info

working in a child centred environment.

a?¢ A familiarity of working with on line school databases (e.g. Aladdin, POD & OLCS systems)
a?¢ Excellent administrative and organisational skills, ensuring good record-keeping and
adherence to school procedures & policies

a?¢ Excellent interpersonal skills, including oral and written communication skills.

a?¢ Competency in maintaining financial accounts, including wages, budgets, on line payment
systems,(ROS,VAT, RCT, procurement , monthly financial reports and familiarity with Financial
Services Support Unit (FSSU).

Knowledge of the Thesaurus Payroll software and online banking procedures would be desirable
but not essential

a?¢ A high level of proficiency in I.C.T. and in the use of Microsoft Teams and other online
applications.

a?¢ Office administration skills including photocopying, laminating, binding etc.

a?¢ Knowledge of GDPR & Data Protection requirements.

a?¢ The ability to assist the Principal with the daily administration tasks and meeting requests
and scheduling events etc.

a?¢ The willingness to plan and work efficiently on own initiative and show flexibility consistent
with the nature of the job.

a?¢ Experience in the maintenance of office equipment and supplies and of liaising successfully
with representatives of service providers, suppliers, school users and visitors.

a?¢ Confidentiality and professionalism are absolutely essential

Shortlisting will be applied and those who are shortlisted will be called for interview.
The position is subject to current Garda Vetting requirements.
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Uimhir Rolla: 18361l
Cuir larratas Chuig: Peter Keenan - Chairperson BOM
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Contae: Baile Astha Cliath
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Is ag IPPN atAj an cAsipcheart i dtaca leis an fhaisnA©is san fhA3gra seo agus dA©anann IPPN A a cheadA°nA° le haghaidh A°sAjide ag
cuardaitheoirA post amhAjin. NA fA©idir an fhaisnA©is atA;j ann a AoslA3dAjil, a chAipeAiil nAj a A°sAjid chun crAocha ar bith eile, lena n-
AjirAtear a macasamhlA° ar shuAomhanna grA©asAijin earcafochta agus fA3graAochta eile, gan cead sainrAjite i scrAbhinn a fhAjil roimh
rA© A3 IPPN.
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