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RA°naA / RiarthAsir

St Joseph's Secondary School

Convent Lane Rush Co. Dublin Rush K56A308

PRA*OMHSHONRAA.

StAjdas: DAghnAombhaithe

LeibhA®al: larbhunscoil

DAjta PostAjilte: CA©®ad MFAmh 27 2023 14:31:34
SpriocdhAjta le haghaidh larratas: Aoine DFA3mh 6 2023

DAijta Tosaithe: Luan DFAmh 9 2023

StAjdas an Phoist: PAjirtaimseartha

LAon na bhFolA°ntas: 1

LAon uaireanta sa tseachtain: 18

SONRAA-« SCOILE

CineAjl Scoile: MeAijnscoil
StruchtA°r na Scoile: Comhoideachas
Rolla Reatha: 920

Scoil Droichead: TAj

SONRAA- AN PHOIST

Eolas Breise:

Role: Part-Time Bookkeeper/Accounts Person

Hours: Baseline of 18-20 hours per week

Duties will include:

a?¢ Fortnightly Payroll

a?¢ Invoice processing

a?¢ Creditors and Debtors ledgers

a?¢ Financial reporting to senior management and finance committee
a?¢ Prepare monthly bank reconciliations

a4?¢ ROS returns

a?¢ Deal with all queries in a timely and professional manner
a?¢ Ensure correct PO procedures are followed

a?¢ Budget Preparation

a?¢ Petty cash management

a?¢ Facilitate credit card payments and review all receipts
a?¢ Ad Hoc financial report requests.

a?¢ Liaise with and facilitate the statutory auditors in the finalisation of financial accounts

Key Requirements

a?¢ Proven minimum working experience of 3-5 years in bookkeeping/accounts role

a?¢ Qualified Accounting technician or higher

a?¢ Experience in the use of accounting software (Sage, Thesaurus or equivalent)

a?¢ Excellent PC skills a?? Highly proficient in MS Excel and Word.
a?¢ Excellent communication skills, both verbal and written

a7¢ Desirable:
a?¢ Electronic Banking experience
a?¢ Knowledge of RCT, VAT, PAYE returns process

a?¢ Ability to communicate effectively and comfortably with staff and students

a?¢ Willingness to assume significant responsibility
Email For full terms and conditions



RIACHTANAIS IARRATAIS

e Litir larratais
e TagairtA (scrAofa)
o RAGiteoirA (ainm, rAsl, uimhir theagmhAijla.)

¢ CV (CeanglAdir Neamhcheangailte/SleamhnAjn)

Is fA©idir iarratais a chur isteach trA

o RAomhphost

o Litir

CUIR IARRATAS ISTEACH AR AN bhFOLA?NTAS SEO

Uimhir Rolla: 60343T
Cuir larratas Chuig: Convent Lane
Rush
Co. Dublin
Rush
K56A308
Contae: Baile Astha Cliath
Ceantar Poist: County Dublin
Ceisteanna Chuig: office@stjosephsrush.com

SuAomh GrA©asAjin:

Is ag IPPN atAj an cAipcheart 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 fAidir an fhaisnAGis atAj ann a AoslA3dAjil, a chAlipeAiil nAj a A°sAjid chun crAocha ar bith eile, lena n-
AjirAtear a macasamhlA° ar shuAomhanna grA©asAijin earcaAochta agus fA3graAochta eile, gan cead sainrAjite i scrAbhinn a fhAjil roimh
rA© A3 IPPN.
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