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PRÃ•OMHSHONRAÃ•

StÃ¡das: GnÃomhach

LeibhÃ©al: LeibhÃ©il Eile Oideachais

DÃ¡ta PostÃ¡ilte: CÃ©ad Aib 30 2025 08:48:38

SpriocdhÃ¡ta le haghaidh Iarratas: CÃ©ad Beal 14 2025

DÃ¡ta Tosaithe: Luan Beal 26 2025

StÃ¡das an Phoist: TÃ©arma Seasta

LÃon na bhFolÃºntas: 2

.

SONRAÃ• AN PHOIST
Teideal:
Administrator
Cur sÃos:
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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RIACHTANAIS IARRATAIS

RÃ©iteoirÃ (ainm, rÃ³l, uimhir theagmhÃ¡la.)

Foirm iarratais

.
Is fÃ©idir iarratais a chur isteach trÃ

RÃomhphost

.

.

https://www.donegaledcentre.ie


Is ag IPPN atÃ¡ an cÃ³ipcheart i dtaca leis an fhaisnÃ©is san fhÃ³gra seo agus dÃ©anann IPPN Ã a cheadÃºnÃº le haghaidh ÃºsÃ¡ide ag
cuardaitheoirÃ post amhÃ¡in. NÃ fÃ©idir an fhaisnÃ©is atÃ¡ ann a ÃoslÃ³dÃ¡il, a chÃ³ipeÃ¡il nÃ¡ a ÃºsÃ¡id chun crÃocha ar bith eile, lena n-
Ã¡irÃtear a macasamhlÃº ar shuÃomhanna grÃ©asÃ¡in earcaÃochta agus fÃ³graÃochta eile, gan cead sainrÃ¡ite i scrÃbhinn a fhÃ¡il roimh
rÃ© Ã³ IPPN.

CUIR IARRATAS ISTEACH AR AN bhFOLÃ?NTAS SEO

Cuir Iarratas Chuig: Please email recruitment@donegaledentre.ie for an application form.

Contae: DÃºn na nGall

Ceisteanna Chuig: recruitment@donegaledcentre.ie

SuÃomh GrÃ©asÃ¡in: https://www.donegaledcentre.ie

Foirm iarratais: Ad - Administrator.pdf

mailto:recruitment@donegaledcentre.ie
https://www.donegaledcentre.ie
/file/1/4/14f1c0efbef073639c93488e0e7fa94c/Ad -  Administrator.pdf

