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RA°naA / RiarthAsir

Eureka Secondary School

Secretary BOM Eureka Secondary School Cavan Rd Kells A82 R6C4
https://www.eurekasecondaryschool.ie

PRA:OMHSHONRAA.

StAjdas: GnAomhach
LeibhA®al: larbhunscoil

DAjta PostAjilte: Luan LA%n 11 2025
SpriocdhAjta le haghaidh larratas: MAjirt LA°n 26 2025
DAjta Tosaithe: Luan MFA3mh 1 2025
StAjdas an Phoist: TA©arma Seasta
LAon na bhFolA°ntas: 1

LAon uaireanta sa tseachtain: 25

SONRAA« SCOILE

CineAjl Scoile: MeAjnscoil
StruchtA°r na Scoile: CailAnA
Rolla Reatha: 756

Scoil Droichead: TAj

SONRAA« AN PHOIST

Eolas Breise:

Eureka Secondary School invites applications for the position of School
Receptionist/Administrator (25 hours per week, 8:30 a.m.4??2:00 p.m., Monday to Friday). This
is a key role in the school, acting as the first point of contact for visitors and providing essential
administrative support to ensure the smooth day-to-day running of the school office. We are
seeking a candidate who is warm, professional, organised, and discreet, with excellent
communication and administrative skills.

Essential Requirements:

a?¢ Good interpersonal skills and clear written and verbal communication.

a?¢ Strong administrative and organisational skills, ensuring good record keeping and adherence
to procedures and policies.

a?¢ Proficiency in Microsoft Word, Excel, Outlook, and Office 365.

a?¢ Excellent typing and office management skills.

a?¢ Ability to plan independently on own initiative and work as part of a team.

a?¢ Flexible and adaptable approach to work.

a?¢ High level of confidentiality and discretion.

a?¢ Knowledge of GDPR and data protection.

Desirable:
a?¢ General office experience.
a?¢ Familiarity with PPOD, OLCS, and VSware (training provided).

Key Responsibilities:

a?¢ Acting as the schoola??s first point of contact for visitors, parents, students, and staff.
a4?¢ Managing communications: phone, email, school app, website, VSware (school database
platform), OLCS (On-Line Claims System) and PPOD (Post-Primary Online Database).

a?¢ Handling correspondence, postage, and school record management in line with GDPR.
a?¢ Supporting school events and liaising with service providers.

a?¢ General office administration and other duties as assigned by the Principal or Deputy


https://www.eurekasecondaryschool.ie

Principal.

Appointment Requirements:

The appointment is subject to Garda vetting, MedMark medical clearance, provision of referees'
contact details. The successful candidate will be required to undertake TUSLA child protection
training and will undertake duties consistent with the role of school receptionist/ administrator.
Please email applications to mharney@eurekaschool.ie by 12 noon on Tuesday, 26th August
2025.

Shortlisting will apply, and only those shortlisted will be contacted.

Note: All newly recruited secretaries/administrative staff will be employed under the terms and

conditions of Circular 0020/2025. The appointed candidate will commence at point 1 of the salary
scale unless they have previous recognised experience as school administrative staff.
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Uimhir Rolla: 64410F
Cuir larratas Chuig: Secretary BOM
Eureka Secondary School
Cavan Rd
Kells
A82 R6C4
Contae: An MhA
Ceisteanna Chuig: posts@eurekaschool.ie
SuAomh GrA©asAjin: https://www.eurekasecondaryschool.ie

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 fAidir an fhaisnA®is atAj ann a AoslAsdAjil, a chAipeAjil nAj a A°sAjid chun crAocha ar bith eile, lena n-
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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