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Donegal Education Support Centre

Glenview Business Park Carnamogagh Upper Letterkenny F92V9KE
https://www.donegaledcentre.ie
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PRAOMHSHONRAA« CONTINUING
StAjdas: GnAomhach %‘1‘5??3’3'?22
LeibhA®al: LeibhAoil Eile Oideachais @ESCI
DAjta PostAjilte: CAad Aib 30 2025 08:48:38 o
SpriocdhAjta le haghaidh larratas: CA©ad Beal 14 2025

DAjta Tosaithe: Luan Beal 26 2025

StAjdas an Phoist: TA©arma Seasta

LAon na bhFolA°ntas: 2

SONRAAs AN PHOIST

Teideal:

Administrator

Cur sAos:

The office administrator will ensure that the Centre's operations run effectively daily. They will
ensure smooth handling of everything from incoming phone calls and emails to bookkeeping,

record-keeping, or data entry into financial, personnel, and legal databases and records. They
also maintain and organise the Centre's records.

The administrator will oversee ICT and Oide Courses, Clusters & Webinars

Liaise with tutors and project base on dates, venues etc.

Liaise with base centre regarding paperwork, numbers on courses

Liaise with outside venues with regard to setting up courses and advertise planned courses.
The administrator will also oversee the administration of summer courses.

Other duties include room bookings, liaise with the Department of Education and other Education

Centres and , open and close the Centre.
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CUIR IARRATAS ISTEACH AR AN bhFOLA?NTAS SEO

Cuir larratas Chuig: Please email recruitment@donegaledentre.ie for an application form.
Contae: DA°n na nGall

Ceisteanna Chuig: recruitment@donegaledcentre.ie

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

Foirm iarratais: Ad - Administrator.pdf

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 chAsipeAil 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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