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PRÃ•OMHSHONRAÃ•

StÃ¡das: GnÃomhach

LeibhÃ©al: Bunscoil

DÃ¡ta PostÃ¡ilte: Aoine MFÃ³mh 12 2025

SpriocdhÃ¡ta le haghaidh Iarratas: Aoine MFÃ³mh 26 2025

DÃ¡ta Tosaithe: Luan MFÃ³mh 29 2025

StÃ¡das an Phoist: PÃ¡irtaimseartha

LÃon na bhFolÃºntas: 1

Is athfhÃ³gra Ã© seo

.

SONRAÃ• SCOILE

CineÃ¡l Scoile: PrÃomhshruth

StruchtÃºr na Scoile: Ingearach

Inscne: Comhoideachas

PÃ¡trÃºnacht na Scoile: An Foras PatrÃºnachta

RangÃº: Gaelscoil

LÃon IomlÃ¡n na mBall
Foirne MÃºinteoireachta:

4

Rolla Reatha: 45

Scoil Droichead: TÃ¡

Gaelscoil

.

SONRAÃ• 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


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.

- 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,
email, 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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RIACHTANAIS IARRATAIS

TÃ¡ sÃ© riachtanach go mbeadh DearbhÃº ReachtÃºil bailÃ ag an duine a cheapfar agus go
gcomhlÃ¡nÃ³dh siad an Fhoirm Ghealltanais.
Litir Iarratais
CV (Digiteach)

.
Is fÃ©idir iarratais a chur isteach trÃ

RÃomhphost

Litir

TeileafÃ³n

.

.

CUIR IARRATAS ISTEACH AR AN bhFOLÃ?NTAS SEO

Uimhir Rolla: 20461B

Cuir Iarratas Chuig: BÃ³thar Thulach MhÃ³r
Biorra
R42DX43

foluntas@gaelscoilnalaochra.com

087-4394549

Contae: UÃbh FhailÃ

Ceisteanna Chuig: priomhoide@gaelscoilnalaochra.com 087-4394549

SuÃomh GrÃ©asÃ¡in: https://www.gaelscoilnalaochra.com

https://assets.gov.ie/static/documents/Child_Protection_Procedures_for_Schools_2025.pdf
https://assets.gov.ie/static/documents/Child_Protection_Procedures_for_Schools_2025.pdf
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