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SONRAA« AN PHOIST

Eolas Breise:

The Board of Management of St Kieran's College Secondary School, Kilkenny invites
applications for the position of Secretary consisting of 40 working hours per week. This school
secretarial position is subject to the terms and conditions as set out in DES circular letter
0036/2022.

The ideal candidate should have:

a4?¢ Recognised Qualifications

a?¢ Experience of operating in a busy office environment and/or secretarial experience working
in a child-centred environment

a?¢ Excellent administrative and organisational skills

a?¢ Ensure good record-keeping and adherence to school procedures & policies

a?¢ Excellent interpersonal skills, including oral and written communication skills

a?¢ A high level of proficiency in I.T.

a?¢ A familiarity of working with online databases as well as a knowledge of GDPR & Data
Protection requirements

a?¢ The ability and willingness to work closely with the Senior Leadership Team

a?¢ Ability and willingness to plan and work efficiently on own initiative and show flexibility
consistent with the nature of the job

a?¢ Experience in the maintenance of office equipment and supplies and of liaising successfully
with representatives of service providers, suppliers, school users and visitors

a?¢ Respecting the Catholic Ethos of the school at all times and a commitment to maintaining
confidentiality

Application consisting of a CV and a Cover Letter by post to:
The Secretary of The Board of Management

St Kieran's College Secondary School,

College Road,

Kilkenny.

RIACHTANAIS IARRATAIS



e CV (Ceangailte)

Litir larratais

e TagairtA (scrAofa)

o CA3ip de Theastais, DioplA3maA, CAGimeanna
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o Litir
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Uimhir Rolla: 61560J

Cuir larratas Chuig: The Secretary of The Board of Management
St Kieran's College Secondary School,
College Road,
Kilkenny.

Contae: Cill Chainnigh

Ceisteanna Chuig: recruitment@stkieranscollege.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 AoslA3dAjil, a chAsipeAjil 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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