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Eolas Breise:

The Board of Management of Tinryland NS invites applications for the position of school
secretary . This is a full-time, permanent position working for 28 hours per week, Monday- Friday.

The position will be subject to the terms of Circular 0036/2022 Revision of Salaries and Annual
Leave Arrangements for School Secretaries and Circulars 007/2024 & 0078/2024. The entry
level for this role is on the first point of the salary scale unless the candidate has previous work
experience as a school secretary. The Department of Education and Skills (DES) may consider
work experience completed in other relevant sectors.

The school secretary is an integral part of the school community, working closely with the school
principal. He/she will manage the office in a welcoming, professional and discreet manner. This
position requires experience in office management and administration. Experience within an
educational setting is desirable but not essential.

The successful candidate will have/demonstrate :

a?¢ Excellent interpersonal and communication skills, both oral and written.

a?¢ Strong organisational skills and excellent attention to detail.

a?¢ Excellent IT skills.

a?¢ An ability to maintain records of school finances including cash collections, bank payments,
and entering and reconciling payments on school system.
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a?¢ Reliability, trustworthiness and strict adherence to confidentiality.

a?¢ Maintenance of records of staff leave and supporting substitute cover process.

a?¢ Awareness of and compliance with school policies and procedures, particularly in relation to
Child Safeguarding, Health and Safety, GDPR/Data Protection.

a?¢Flexibility and adaptability to the needs of the school.

a?¢Ability to work on own initiative.

It would be highly desirable ( but not essential) for the candidate to have knowledge and
experience in using some or all of the following: Online Claims System ( OLCS) , Pupil Online
Database ( POD) , Aladdin, School Accounting and FSSU accounting templates .

Shortlisting will apply and those shortlisted will be called for an interview . This position is subject
to a 12- month probationary period.

The appointment is subject to Garda Vetting and the successful candidate will be required to
undertake TUSLA Child Safeguarding training.
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