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RÃºnaÃ

Belgrove Senior Girls' School

Seafield Road West Clontarf Dublin 3 DO3 T803
https://www.belgroveseniorgirls.ie

.

PRÃ•OMHSHONRAÃ•

StÃ¡das: DÃghnÃomhaithe

LeibhÃ©al: Bunscoil

DÃ¡ta PostÃ¡ilte: CÃ©ad Meith 12 2019

SpriocdhÃ¡ta le haghaidh Iarratas: Aoine Meith 28 2019

DÃ¡ta Tosaithe: CÃ©ad LÃºn 28 2019

StÃ¡das an Phoist: Buan

LÃon na bhFolÃºntas: 1

.

SONRAÃ• SCOILE

CineÃ¡l Scoile: PrÃomhshruth

StruchtÃºr na Scoile: Scoil Shinsearach

Inscne: CailÃnÃ

PÃ¡trÃºnacht na Scoile: Caitliceach

LÃon IomlÃ¡n na mBall
Foirne MÃºinteoireachta:

20

Rolla Reatha: 410

Scoil Droichead: TÃ¡

.

SONRAÃ• AN PHOIST
Eolas Breise:
VACANCY FOR SCHOOL SECRETARY

Belgrove Senior Girlsâ?? School is seeking to recruit a School Secretary.

The School Secretary will support the School Principal and staff in the efficient operation and
administration of the school and act as the main point of contact for pupils, parents and other
visitors to the school. This is a permanent position.

EXPERIENCE AND REQUIREMENTS

Essential:
ï?§ Good oral and written communication and interpersonal skills
ï?§ Good administrative and organisational skills and attention to detail
ï?§ A sensitive and approachable nature and being comfortable working closely with children
ï?§ The ability to keep sensitive information strictly confidential
ï?§ Tact, diplomacy and patience
ï?§ The ability to remain calm under pressure
ï?§ Excellent literacy and numeracy skills
ï?§ Ability to deal flexibly with work demands
ï?§ Experience with computers and software programmes e.g. MS Excel and Word
ï?§ The ability to work well as part of a team
ï?§ A willingness to use oneâ??s own initiative.
Desirable:
â?¢ Previous experience in a secretarial/administrative position
â?¢ Experience of front office telecommunications
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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.

â?¢ Familiarity with GDPR
â?¢ Familiarity with the Aladdin, Esinet and POD systems
â?¢ Certificate in First Aid or a willingness to undertake certification
â?¢ Administrative skills to support the management of school finances.

APPLICATION REQUIREMENTS
Please provide the following by Post in an envelope clearly marked â??Secretary Applicationâ?•
addressed to:
The Chairperson,
Belgrove Senior Girlsâ?? School,
Seafield Road West,
Clontarf,
Dublin D03T803.

â?¢ Letter of Application, including an email address for notifications
â?¢ CV
â?¢ 3 Referees (including their name, role, contact no.)
Please note that the closing date for applications is 28th June 2019.

Suitable candidates will be invited by email to attend for interview. Interviews will be held in early
July.
A detailed list of duties for this position is available on request from
postanna@belgroveseniorgirls.ie

.
RIACHTANAIS IARRATAIS

TÃ¡ sÃ© riachtanach go mbeadh DearbhÃº ReachtÃºil bailÃ ag an duine a cheapfar agus go
gcomhlÃ¡nÃ³dh siad an Fhoirm Ghealltanais.
Litir Iarratais
RÃ©iteoirÃ (ainm, rÃ³l, uimhir theagmhÃ¡la.)
CV (CeanglÃ³ir Neamhcheangailte/SleamhnÃ¡n)

.
Is fÃ©idir iarratais a chur isteach trÃ

Litir

.

.

CUIR IARRATAS ISTEACH AR AN bhFOLÃ?NTAS SEO

Uimhir Rolla: 17148D

Cuir Iarratas Chuig: The Chairperson,
Belgrove Senior Girls' National School
Seafield Road West
Clontarf
Dublin 3
DO3 T803

Contae: Baile Ã•tha Cliath

Ceantar Poist: Dublin 3

01 8331888

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

/kb/120/general-child-protection-procedures-for-schools-2025
/kb/120/general-child-protection-procedures-for-schools-2025
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