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Eolas Breise:

St Aloysius School is seeking a secretary/administrator for 20 hours per week. The days and
times of work will be agreed with the successful candidate, but they must be available to work a
full school day on Tuesdays.

The suitable candidate will be an integral part of the school community and will work directly with
the existing secretarial staff. The primary function of the role will be to provide administrative
support for the operation of the school.

The successful candidate will undertake duties consistent with the role of School Secretary.
Applicants must be skilled in the use of Word, Excel and Gmail. It is desirable that they are
skilled in using VSWare, PPOD and Unique school app but training will be provided in the use of
these.

Applicants must have excellent administrative and team-working skills as well as a high level of
attention to detail and the utmost levels of discretion and professionalism in their work.

The successful applicant will report to the principal and will be required to undertake such duties
as are assigned by the principal.

The appointment is subject to Garda Vetting and the successful candidate will be required to
undertake TUSLA Child Protection Training and related online training. Induction training will be
facilitated.

Note that all newly recruited secretaries must be employed under the terms and conditions of

Circular 0020/2025. The appointed candidate with commence at point 1 of the salary scale
unless they have previous recognised experience as a School Secretary.
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Uimhir Rolla: 62630J

Cuir larratas Chuig: A Letter of Application, with an up-to-date CV including details of referees should be
forwarded to:
The Secretary, Board of Management, St Aloysius School, Sharman Crawford St.,
Cork City, T12RK03.
Applications may also be emailed to principal@stalscork.com

Closing date for receipt of applications is Monday 11th August 2025 @ 4 pm.

Contae: Corcaigh
Ceisteanna Chuig: dp@stalscork.com
SuAomh GrA©asAjin: https://www.stalscork.com

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 fAidir 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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