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Scoil ChaitrÃona CailÃnÃ

Measc Ave, Coolock, Dublin 5 D05HR61
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PRÃ•OMHSHONRAÃ•

StÃ¡das: DÃghnÃomhaithe

LeibhÃ©al: Bunscoil

DÃ¡ta PostÃ¡ilte: Luan Meith 20 2022

SpriocdhÃ¡ta le haghaidh Iarratas: Luan IÃºil 4 2022

DÃ¡ta Tosaithe: Aoine DFÃ³mh 14 2022

StÃ¡das an Phoist: Buan

LÃon na bhFolÃºntas: 1

.

SONRAÃ• SCOILE

CineÃ¡l Scoile: PrÃomhshruth

StruchtÃºr na Scoile: Scoil Shinsearach

Inscne: CailÃnÃ

PÃ¡trÃºnacht na Scoile: Caitliceach

RangÃº: DEIS 1

LÃon IomlÃ¡n na mBall
Foirne MÃºinteoireachta:

16

Rolla Reatha: 195

Scoil Droichead: TÃ¡

.

SONRAÃ• AN PHOIST
Eolas Breise:
Position of Secretary Scoil ChaitrÃona CailÃnÃ

The Board of Management of Scoil ChaitrÃona CailÃnÃ 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:
â?¢ Secretarial experience operating in a busy office environment and/or secretarial experience
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Is ag IPPN atÃ¡ an cÃ³ipcheart i dtaca leis an fhaisnÃ©is san fhÃ³gra seo agus dÃ©anann IPPN Ã a cheadÃºnÃº le haghaidh ÃºsÃ¡ide ag
cuardaitheoirÃ post amhÃ¡in. NÃ fÃ©idir an fhaisnÃ©is atÃ¡ ann a ÃoslÃ³dÃ¡il, a chÃ³ipeÃ¡il nÃ¡ a ÃºsÃ¡id chun crÃocha ar bith eile, lena n-
Ã¡irÃtear a macasamhlÃº ar shuÃomhanna grÃ©asÃ¡in earcaÃochta agus fÃ³graÃochta eile, gan cead sainrÃ¡ite i scrÃbhinn a fhÃ¡il roimh
rÃ© Ã³ IPPN.

working in a child centred environment.
â?¢ A familiarity of working with on line school databases (e.g. Aladdin, POD & OLCS systems)
â?¢ Excellent administrative and organisational skills, ensuring good record-keeping and
adherence to school procedures & policies
â?¢ Excellent interpersonal skills, including oral and written communication skills.
â?¢ 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
â?¢ A high level of proficiency in I.C.T. and in the use of Microsoft Teams and other online
applications.
â?¢ Office administration skills including photocopying, laminating, binding etc.
â?¢ Knowledge of GDPR & Data Protection requirements.
â?¢ The ability to assist the Principal with the daily administration tasks and meeting requests
and scheduling events etc.
â?¢ The willingness to plan and work efficiently on own initiative and show flexibility consistent
with the nature of the job.
â?¢ Experience in the maintenance of office equipment and supplies and of liaising successfully
with representatives of service providers, suppliers, school users and visitors.
â?¢ 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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CUIR IARRATAS ISTEACH AR AN bhFOLÃ?NTAS SEO

Uimhir Rolla: 18361I

Cuir Iarratas Chuig: Peter Keenan - Chairperson BOM
By email only - recruitment@scoilchaitrionasns.ie

Contae: Baile Ã•tha Cliath

Ceantar Poist: Dublin 5

Ceisteanna Chuig: principal@scoilchaitrionasns.ie

01 8480018

SuÃomh GrÃ©asÃ¡in: https://www.scoilchaitriona.info
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