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The Board of Management of Tarbert Comprehensive School invites applications for the position
of Clerical Officer/Secretary. This position will take effect from Monday, 18 August 2025. Itis a
part-time position (17.5 hours per week), employed directly by the School, operating on a
fortnightly rotating schedule (Monday to Wednesday a?? week 1, Thursday to Friday a?? week
2).

The role will have a strong focus on financial management, payroll, budgeting and the
administration of School accounts. Applicants must have extensive prior experience in financial
administration, with a proven ability to manage budgets, oversee financial reporting and operate
payroll and accounts systems to a high standard. Proficiency in financial software packages,
such as BrightBooks, ODB or Sage, alongside strong IT skills (particularly in MS Office and
Excel), is essential.

In addition, candidates must demonstrate excellent organisational abilities, attention to detail and
interpersonal skills suited to a busy school office environment. This is a finance-intensive role
and would suit applicants with a strong background in accounts and financial administration. A
detailed job description and application form are available at www.tarbertcomprehensive.ie 4??
under the Policies & Publications 4?7 Application Forms tabs. Please apply by completing the
appropriate application form and emailing it to admin@tarbertcs.ie, marked for the attention of
the Principal. Please include two written references. The closing date for receipt of applications is
Friday, 16 May 2025 at 12 noon. Shortlisting may apply. Garda vetting will apply for this position.
The salary scale for the position is in accordance with the Department of Education pay scale as
detailed in Circular 0019/2025.
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Contae: CiarraA
Ceisteanna Chuig: admin@tarbertcs.ie
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Is ag IPPN atAj an cAipcheart 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 fAGidir an fhaisnAGis atAj ann a AoslA3dAjil, a chAlipeAiil 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© A IPPN.
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