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SONRAAs AN PHOIST

Eolas Breise:

Gaelscoil na Laochra are seeking a new secretary to join our growing school community. (10
hours per week) Applicants should have some Irish and should be willing to undertake further
training in the language if required. Fluency in Irish is not required.

The position is subject to the terms of Circular 36/2022 Revision of Salaries and Annual Leave
Arrangements for School Secretaries. The entry-level for this role is on the first point of the scale
unless the candidate has previous work experience as a School Secretary.

The position is subject to a 6-month probationary period and satisfactory Garda Vetting. The
successful candidate will be required to undertake TUSLA child protection training.

The School Secretary will be an integral part of the school community, working closely with the
school principal, and will manage the school office in a welcoming, professional, and discreet
manner.

The successful candidate will have/be:

- Excellent interpersonal and communication skills

- Experience in ICT including word processing, spreadsheets, email etc.
- Ability to work on own initiative and as part of a team

- Reliability, trustworthiness and strict adherence to confidentiality

- Flexibility and be adaptable to the needs of the school


https://www.gaelscoilnalaochra.com

- A positive outlook
- A willingness to engage in Continuous Professional Development

It would be desirable for the candidate to have knowledge and experience in using some or all of
the following; Aladdin, Esinet, Payroll, FSSU accounting templates, Microsoft Office, Medmark,
TUSLA returns and other school applications.

Key Duties & Responsibilities:

- Assisting the Principal and staff in managing school correspondence, communication by post,
emalil, telephone and other school platforms being used.

- Assisting the Treasurer in maintaining all financial records, FSSU monthly reports and
managing online payments.

- Updating, managing and storing school records in compliance with GDPR and all other
regulatory requirements.

- Maintaining school and office supplies and operating all office machines - photocopier/laminator
etc.

- Attend meetings and events as required.

- Assisting the Principal in the administration of the school enrolment process.

- Assisting with drafting and presentation of school documents.

- Assisting with general school admin, office management: procurement, organisation of school
events and activities, liaison with service providers and suppliers.

- Other duties as allocated by the principal.

Only shortlisted applicants will be contacted.
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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 fAidir an fhaisnA®is atAj ann a AoslA3dAjil, a chAlipeAijil 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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