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SONRAAs AN PHOIST

Teideal:

Tutor / Assistant Coordinator - LTI Local Training Initiative

Cur sAos:

The position of Local Training Initiative - Tutor / Assistant Coordinator (LTI Tutor / Assistant
Coordinator) involves the delivery and coordination of training on a Galway/Roscommon
Education and Training Board supported Local Training Initiative. The position includes assisting
where necessary in managing and supporting the participants on the Local Training Initiative and
ensuring participants receive the required training to acquire a QQI Level 5 Business
Administration Award and develop other necessary skills, including personal skills.

Job Summary

The position involves assisting the team where necessary in managing and supporting the
participants of the Local Training Initiative and ensuring participants receive the required training
to acquire a QQI Level 5 Business Administration Award and develop other necessary skills,
including personal skills. This Local Training Initiative will focus on business administration.

The proposed accredited modules are:
a7¢ Business Administration

a?¢ The Internet

a?¢ Web authoring

a4?¢ Communications

a?¢ Work Experience

a7¢ Databases

a?¢ Spreadsheets

a?¢ Book keeping Manual and Computerised
a?¢ Payroll

a?¢ Digital Marketing

a?¢ Word Processing

Responsibilities:

a?¢ Deliver training at QQI levels 4 and 5 to course participants.

a?¢ Co-ordinate the promotion and recruitment of participants for the programme

a?¢ Assist in the provision of on-going support to learners to ensure they benefit from and
successfully complete the programme

a?¢ General administrative tasks associated with the design, delivery and evaluation of modules
for the LTI

a?¢ Take part in regular meetings with the Assistant Coordinator to develop on-going work plans
/ schedules to ensure smooth management of the project

a?¢ Assist in the provision of individual support and evaluation to all course participants

a?¢ Liaise with the Assistant coordinator in relation to developing a range of local stakeholders to
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arrange volunteer work placement opportunities for learners in the local community

a?¢ Coordinate in the development of individual learning plans with learners and facilitate
progression to other forms of training, education or employment

a?¢ Assist in the production and retention of all project records in accordance with the
requirements of the GRETB / QQI

a?¢ Assist in the monitoring, recording and reporting of course participants' attendance to
GRETB on a weekly basis

a?¢ Any other duties that may be assigned from time to time or as the programme evolves
a?¢ Complete monthly claims process and submit required monthly financial paperwork to
GRETB

a?¢ Adhere to procurement and purchasing guidelines in place with GRETB

a?¢ Any other duties that may be assigned from time to time or as the programme evolves

Further information available on :
https://www.rosleaderpartnership.ie/job-opportunities/

Location of position: Ballaghaderreen, Roscommon

RIACHTANAIS IARRATAIS

e Litir larratais
o CA%ip de Theastais, DioplA3maA, CAGimeanna

e CV (Digiteach)

Is fA©idir iarratais a chur isteach trA

CUIR IARRATAS ISTEACH AR AN bhFOLA?NTAS SEO

Cuir larratas Chuig: recruitment@ridc.ie

Contae: Ros ComAijin

Ceisteanna Chuig: recruitment@ridc.ie

SuAomh GrA©asAjin: https://www.rosleaderpartnership.ie

Tuilleadh Eolais: https://www.rosleaderpartnership.ie/job-opportunities/

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 chAsipeAiil 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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