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Eolas Breise:

The Board of Management of St. Johna??s Girlsa?? and Infant Boysa?? School invites
applications for the position of permanent school secretary consisting of 35 hours per week over
5 days.

This position will be subject to the terms of Department of Education and Skills Circulars and
FAQ which are available on the Department of Education website
https://www.gov.ie/en/organisation/department-of-education/ ( e.g. Circular 36/2022 4??Revision
of Salaries and Annual Leave Arrangements for School Secretaries employed in recognised
primary schools&??, Circular 0007/2024 'Leave Entitlements for School Secretaries employed in
Recognised Primary Schools', FAQ guidance documents etc. ).

The role of the school secretary is to contribute to the smooth running of the school through the
provision of high-quality administration and a professional office service.

The successful candidate will be an integral part of the school community and will be required to
manage the school office in a welcoming, professional manner.

The successful candidate will undertake duties pertaining to the role as may be decided by the
Principal and/or the Board of Management.

This position is subject to a probationary period of 6 months.

This appointment is subject to Garda Vetting and the successful candidate will be required to
undertake TUSLA child protection training.

The ideal candidate should have:
a?¢ Recognised Qualifications
a?¢ Experience of operating in a busy office environment and/or secretarial experience working
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in a child-centred environment.

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 and administrative skills to support the maintenance of financial accounts,
including wages, budgets, RCT, on line payment systems, procurement, monthly financial reports
and financial regulatory compliance.

a?¢ A high level of proficiency in I.T. and in the use of Microsoft Office, G Suite and other online
applications.

a?¢ A familiarity of working with online databases such as or like Aladdin, Primary Online Data
Base system (POD) & Online Claims system (OLCS), as well as a knowledge of GDPR & Data
Protection requirements.

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

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

a?¢ Openness to learning new skills and taking on new challenges.

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

a?¢ Respecting the Catholic Ethos of the school at all times and a commitment to maintaining
confidentiality.

Please write &??Secretary Applicationa?? on the envelope and post it to the postal address
printed below.

Only those who are being called to interview will receive communication and it is intended that
the invitations to interview will be issued within one week from the closing date.
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Uimhir Rolla: 06936R
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St. John's Girls' and Infant Boys' School
Cathedral Place

Limerick
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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
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AjirAtear a macasamhlA° ar shuAomhanna grA©asAjin earcaAochta agus fA3graAochta eile, gan cead sainrAjite i scrAbhinn a fhAjil roimh
rA© A3 IPPN.
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