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RA°naA / RiarthAsir

St. Brendan's Community School

Cappaneale Birr R42KN92
https://www.stbrendanscsbirr.ie

ST. BRENDAN'S

PRA*OMHSHONRAA.

StAjdas: DAghnAomhaithe AT A
LeibhA®al: larbhunscoil T~
DAjta PostAjilte: CA®©ad Samh 24 2021

SpriocdhAjta le haghaidh larratas: Luan Noll 6 2021

DAjta Tosaithe: MAjirt Ean 4 2022

StAjdas an Phoist: Buan

LAon na bhFolA°ntas: 1

LAon uaireanta sa tseachtain: 37

SONRAA« SCOILE
CineAjl Scoile: Pobalscoil
Rolla Reatha: 847

SONRAAs AN PHOIST

Eolas Breise:

Additional Information:

Clerical Officer Duties - Secretary/Adminiastrator

Performs clerical duties, including, but not limited to, mailing and filing correspondence, preparing
payrolls, placing orders and answering calls

Maintains financial database records

Sorts and distributes incoming mail

Types correspondence, meeting notes and forms among other document

Photocopies, scans and files appropriate documents

Edits documents for accuracy

Maintains accurate records and enters data

Assists with organising events when necessary

Signs for delivered packages and distributes them to the appropriate recipient

Orders supplies

Engages in educational opportunities as needed

Performs additional duties when required, including drafting brochures and organising the filing
system.

RIACHTANAIS IARRATAIS

o Litir larratais
o RAGiteoirA (ainm, rA3l, uimhir theagmhAijla.)

e CV (CeanglAir Neamhcheangailte/SleamhnAjn)

Is fA©idir iarratais a chur isteach trA


https://www.stbrendanscsbirr.ie

o Litir

CUIR IARRATAS ISTEACH AR AN bhFOLA?NTAS SEO
Uimhir Rolla: 91491L

Cuir larratas Chuig: The Secretary
Board of Management
St. Brendan's Community School
Cappaneale
Birr Co Offaly
R42KN92

Contae: UAbh FhailA
057 9120510
SuAomh GrA©asAjin: https://www.stbrendanscsbirr.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 fA@idir 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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