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PRÃ•OMHSHONRAÃ•

StÃ¡das: GnÃomhach

LeibhÃ©al: Bunscoil

DÃ¡ta PostÃ¡ilte: Luan Meith 9 2025

SpriocdhÃ¡ta le haghaidh Iarratas: Aoine Meith 20 2025

DÃ¡ta Tosaithe: Luan LÃºn 25 2025

StÃ¡das an Phoist: Buan

LÃon na bhFolÃºntas: 1

.

SONRAÃ• SCOILE

CineÃ¡l Scoile: PrÃomhshruth le Ranganna Speisialta

StruchtÃºr na Scoile: Ingearach

Inscne: Comhoideachas

PÃ¡trÃºnacht na Scoile: Caitliceach

LÃon IomlÃ¡n na mBall
Foirne MÃºinteoireachta:

16

Rolla Reatha: 160

Scoil Droichead: TÃ¡

.

SONRAÃ• AN PHOIST
Eolas Breise:
The Board of Management of Knocktemple NS invites applications for the position of secretary.
This position is for 30 hours per week, Monday to Friday, paid by the Department of Education
Payroll.

The position will be subject to the terms of Circular 36/2022 revision of Salaries and Annual
Leave Arrangements for School Secretaries and Circulars 007/2024 & 0078/2024.

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.
Previous experience in payroll, accounts payable and preparation of monthly accounts are
essential for this position.
Knowledge and experience of online school databases Aladdin (or similar) and Esinet systems
desirable.
Experience of using Microsoft 365 in a busy environment is essential.

The successful candidate will have/demonstrate:

â?¢ Excellent interpersonal and communication skills, both oral and written
â?¢ Strong organisational skills and excellent attention to detail
â?¢ Reliability, trustworthiness and strict adherence to confidentiality
â?¢ Knowledge of GDPR & Data Protection Requirements
â?¢ Flexibility and adaptability to the needs of the school
â?¢ Ability to work efficiently on own initiative.

https://www.knocktemplens.ie


Is ag IPPN atÃ¡ an cÃ³ipcheart i dtaca leis an fhaisnÃ©is san fhÃ³gra seo agus dÃ©anann IPPN Ã a cheadÃºnÃº le haghaidh ÃºsÃ¡ide ag
cuardaitheoirÃ post amhÃ¡in. NÃ fÃ©idir an fhaisnÃ©is atÃ¡ ann a ÃoslÃ³dÃ¡il, a chÃ³ipeÃ¡il nÃ¡ a ÃºsÃ¡id chun crÃocha ar bith eile, lena n-
Ã¡irÃtear a macasamhlÃº ar shuÃomhanna grÃ©asÃ¡in earcaÃochta agus fÃ³graÃochta eile, gan cead sainrÃ¡ite i scrÃbhinn a fhÃ¡il roimh
rÃ© Ã³ IPPN.

Shortlisting will apply, and those shortlisted will be called for interview. The position is subject to
a six month probation period.
.
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RIACHTANAIS IARRATAIS

Litir Iarratais

RÃ©iteoirÃ (ainm, rÃ³l, uimhir theagmhÃ¡la.)

CV (CeanglÃ³ir Neamhcheangailte/SleamhnÃ¡n)

.
Is fÃ©idir iarratais a chur isteach trÃ

Litir

.

.

CUIR IARRATAS ISTEACH AR AN bhFOLÃ?NTAS SEO

Uimhir Rolla: 17625L

Cuir Iarratas Chuig: Seamus O Shea
Chairperson - Board of Management Knocktemple NS
Beherna
Virginia
Co. Cavan
A82 YN88

Contae: An CabhÃ¡n

Ceisteanna Chuig: office@knocktemplens.ie

SuÃomh GrÃ©asÃ¡in: https://www.knocktemplens.ie
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