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ADVERT ID 260983

Secretary

Central Remedial Clinic School

Vernon Avenue Vernon Avenue Clontarf Clontarf DO3 K298
https://www.crcschool.ie

MAIN DETAILS

Status: Active

Level: Primary

Date Posted: Mon Aug 17 2026

Application Closing Date: Mon Aug 24 2026
Commencement Date: Thu Aug 27 2026
Status of Post: Part-Time
Number of Vacancies: 1

SCHOOL DETAILS

School Type: Special School
School Structure: Vertical
Gender: Co-Educational
School Patronage: Other

Total No. of Teaching Staff: 17

Current Enrolment: 78

Droichead school: Yes

POST DETAILS

Additional Information:

The CRC School is a special school under the patronage of the Central Remedial Clinic and
caters for students aged 3-18 years who have a physical disability as their primary disability and
may have a secondary disability including intellectual, hearing, visual. There are 17 teachers, 47
SNAs, 26 Bus Escorts, 2 secretaries and 1 caretaker employed in the school.

Substitution position for 30 hours per week.

The position will be subject to the terms of Circular 36/2022 revision of Salaries and Annual leave
arrangements for School Secretaries. Please consult this circular for rates of pay for school
secretaries. The entry level for this role is on the first point of the scale unless the candidate has
previous work experience as a school secretary as per terms and conditions of the government
circular.

The School Secretary will report to the Principal. The successful candidate will undertake duties
as directed to support the administration of the school office.

Criteria:

» Experience working in a school administration setting

» Experience working with OLCS, Medmark, Primary Online Database (POD) and school
database platforms such as Aladdin and Seesaw

« Secretarial qualification in typing, IT, business administration or similar, QQI Level 5
« Excellent typing, general administrative and organisational skills

« IT skills to include email, Microsoft word, Excel, Powerpoint and Access

* Excellent interpersonal skills

* Flexible attitude and approach to work

» Knowledge of the demands of working in a school environment

* Excellent written and verbal communications skills


https://www.crcschool.ie

* A high level of confidentiality and discretion is expected

Desirable criteria:
 Three years relevant experience in a school administration setting
» Experience working with people with disabilities

Applicants must demonstrate in their CV and supporting documentation how they meet the above
criteria as short-listing will apply.

Please submit a letter of application with full CV to include the names of three referees by email
to schooljobs@crcschool.ie . Please put SCHOOL SECRETARY APPLICATION in the subject of
the email.

Appointment is subject to Garda vetting, medical assessment and reference checking. The
successful candidate will be required to undertake TUSLA child protection training.

Itis a requirement to hold a valid Statutory Declaration and to complete the Form of Undertaking for this position upon offer of
employment.

APPLICATION REQUIREMENTS

o Letter of Application

¢ Referees (name, role, contact no.)

e Copy of Certificates, Diplomas, Degrees
e CV (Digital)

Applications may be submitted by

e Email

APPLY TO THIS JOB VACANCY
Roll Number: 18317F
Apply To: schooljobs@crcschool.ie

Please put SCHOOL SECRETARY APPLICATION in the subject of the email.

County: Dublin
Postal District: Dublin 3
Website: https://www.crcschool.ie

Information contained within this advertisement is copyrighted by IPPN and licensed by IPPN for use by job-seekers only. The information
herein may not be downloaded, copied or used for any other purposes, including its replication on other recruitment & advertising websites,
without the express prior written permission of IPPN.
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