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Eolas Breise:

The Board of Management of Ringville National School invites applications for the position of
School Secretary. The position is for 12 hours per week, paid by the Department of Education
Payroll.

A School Secretary is an integral part of the school community managing the school office in a
welcoming, professional and discreet manner.

Applicants would ideally have:

- Secretarial experience in a busy office environment and/or secretarial experience working in an
educational environment.

- Knowledge of online school databases (eg. Aladdin, POD and OLCS systems).

- Excellent office, administrative and organisational skills, ensuring good record- keeping and
adherence to school procedures and policies.

- Excellent interpersonal skills.

- Competency in maintaining financial accounts, payroll experience, online payment systems and
monthly financial reports.

- A high level of proficiency in ICT.

-The ability to assist the Principal with the daily administration tasks.

-Knowledge of GDPR and Data Protection requirements.

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

The above job description is not exhaustive. Please see circular 0036/22 for terms and conditions
of school secretaries and also, circular letter 0020/25 for revision of salaries information.


https://ringvillens.ie

Shortlisting will apply, and those shortlisted will be called for interview.

The appointment is subject to Garda Vetting and the successful candidate will be required to
undertake TUSLA Child Protection training. The position is subject to a six month probation
period.

Please mark the envelope 'Application for Secretary'.
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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
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