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StAjdas: DAghnAombhaithe
LeibhA®al: Bunscoil

DAjta PostAjilte: DA®ar Beal 11 2023
SpriocdhAjta le haghaidh larratas: Aoine Beal 26 2023
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SONRAA- SCOILE

CineAjl Scoile: PrAomhshruth le Ranganna Speisialta
StruchtA°r na Scoile: Ingearach

Inscne: Comhoideachas

PAjtrA°nacht na Scoile: Caitliceach

LAon lomlAjn na mBall

Foirne MACinteoireachta: 15
Rolla Reatha: 215
Scoil Droichead: TA;

SONRAA« AN PHOIST
Eolas Breise:
Monagea NS - IS SEEKING TO RECRUIT A FULL TIME SCHOOL SECRETARY.

The School Secretary will work in close cooperation with the Principal, Staff, Board of
Management, and the Parentsa?? Association and will uphold the ethos of the school.

EXPERIENCE AND SKILLS

The successful candidate will have:

- Recognised qualifications/ experience

- A commitment to maintaining confidentiality

- Excellent interpersonal skills, including oral and written communication skills

- Competency and administrative skills to support the maintenance of school financial accounts,
including wages, budgets, on line payment systems

- Proficiency in Microsoft applications including Word and Excel

- Ability and willingness to plan and work on own initiative and show flexibility consistent with the
nature of the job

- Ability to work in a team environment with Principal and all other school staff

- Familiarity with GDPR and Data Protection and the implementation of same

- Familiarity of working with online school databases, Aladdin, OLCS and Primary Online
Database (POD) would be desirable but not essential (training provided)

- Experience of operating in a busy office environment and/or secretarial experience working in a
child-centred environment would be desirable

- Excellent administrative and organisational skills, ensuring good record keeping and adherence
to school procedures and policies

- Experience in the maintenance of office equipment and supplies and of liaising successfully
with representatives of service providers, suppliers, school users and visitors
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- Be required to comply with national vetting requirements

a??

Working Hours and Salary:

- The secretary will start on the first point of the salary scale as introduced by the Department of
Education, details and terms and conditions of which can be found in Circular 36/2022.

- Additional hours during holiday periods as required by the school principal /Board of
Management

This position is subject to a six month probationary period.

Status of post: full time

The appointment is subject to Garda Vetting & the successful candidate will be required to
undertake Tusla Child Protection Training along with any other training deemed necessary by the
Board of Management of the school.

The post commences 21st August and candidate must be available for 3 days handover in June.

Please email applications to secretaryrecruitment@monageans.net by 5pm 26/05/23.
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Is ag IPPN atAj an cAdipcheart 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 fAGidir an fhaisnAGis atAj ann a AoslA3dAjil, a chAdipeAil nAj a A°sAjid chun crAocha ar bith eile, lena n-
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