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PRA*OMHSHONRAA.

StAjdas: DAghnAombhaithe
LeibhA®al: Bunscoil

DAjta PostAjilte: CA®©ad Meith 12 2019
SpriocdhAjta le haghaidh larratas: Aoine Meith 28 2019
DAijta Tosaithe: CA®©ad LA°n 28 2019
StAjdas an Phoist: Buan

LAon na bhFolA°ntas: 1

SONRAA- SCOILE

CineAjl Scoile: PrAomhshruth
StruchtA°r na Scoile: Scoil Shinsearach
Inscne: CailAnA
PAjtrA°nacht na Scoile: Caitliceach

LAon lomlAjn na mBall

Foirne MACinteoireachta: 20
Rolla Reatha: 410
Scoil Droichead: TA;

SONRAA« AN PHOIST
Eolas Breise:
VACANCY FOR SCHOOL SECRETARY

Belgrove Senior Girlsa?? 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:

i?8 Good oral and written communication and interpersonal skills

1?8 Good administrative and organisational skills and attention to detail

i?8 A sensitive and approachable nature and being comfortable working closely with children
i?8 The ability to keep sensitive information strictly confidential

i?8 Tact, diplomacy and patience

i?8 The ability to remain calm under pressure

i?8 Excellent literacy and numeracy skills

1?8 Ability to deal flexibly with work demands

i?8 Experience with computers and software programmes e.g. MS Excel and Word
i?8 The ability to work well as part of a team

i?8 A willingness to use onea??s own initiative.

Desirable:

a?¢ Previous experience in a secretarial/administrative position

a?¢ Experience of front office telecommunications


https://www.belgroveseniorgirls.ie

a?¢ Familiarity with GDPR

a?¢ Familiarity with the Aladdin, Esinet and POD systems

a?¢ Certificate in First Aid or a willingness to undertake certification
a?¢ Administrative skills to support the management of school finances.

APPLICATION REQUIREMENTS

Please provide the following by Post in an envelope clearly marked &??Secretary Applicationa?e
addressed to:

The Chairperson,

Belgrove Senior Girlsa?? School,

Seafield Road West,

Clontarf,

Dublin DO3T803.

a?¢ Letter of Application, including an email address for notifications
az¢ cv

a?¢ 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

« TAj sA© riachtanach go mbeadh DearbhA° ReachtACil bailA ag an duine a cheapfar agus go
gcomhlAjnA3dh siad an Fhoirm Ghealltanais.

e Litir larratais

RA®iteoirA (ainm, rAsl, uimhir theagmhAila.)

CV (CeanglA3ir Neamhcheangailte/SleamhnAijn)

Is fA©idir iarratais a chur isteach trA

o Litir

CUIR IARRATAS ISTEACH AR AN bhFOLA?NTAS SEO
Uimhir Rolla: 17148D

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

Contae: Baile Astha Cliath
Ceantar Poist: Dublin 3
01 8331888
SuAomh GrA©asAjin: https://www.belgroveseniorgirls.ie

Is ag IPPN atA;j an cAsipcheart i dtaca leis an fhaisnA©is san fhA3gra seo agus dA©anann IPPN A a cheadA°nA° e haghaidh A°sAjide ag
cuardaitheoirA post amhAjin. NA fA©idir an fhaisnA©is atAj 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
rA© A3 IPPN.
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