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PRÃ•OMHSHONRAÃ•

StÃ¡das: GnÃomhach

LeibhÃ©al: Bunscoil

DÃ¡ta PostÃ¡ilte: CÃ©ad MFÃ³mh 24 2025

SpriocdhÃ¡ta le haghaidh Iarratas: CÃ©ad DFÃ³mh 8 2025

DÃ¡ta Tosaithe: Luan Samh 3 2025

StÃ¡das an Phoist: PÃ¡irtaimseartha

LÃon na bhFolÃºntas: 1

.

SONRAÃ• SCOILE

CineÃ¡l Scoile: PrÃomhshruth

StruchtÃºr na Scoile: Ingearach

Inscne: Comhoideachas

PÃ¡trÃºnacht na Scoile: Ag Foghlaim Le ChÃ©ile

LÃon IomlÃ¡n na mBall
Foirne MÃºinteoireachta:

27

Rolla Reatha: 421

Scoil Droichead: TÃ¡

.

SONRAÃ• AN PHOIST
PainÃ©al IarratasÃ³irÃ:
FÃ©adfar painÃ©al inmheÃ¡nach dâ??iarratasÃ³irÃ oiriÃºnacha a bhunÃº chun folÃºntais a lÃ­
onadh a dâ??fhÃ©adfadh teacht chun cinn laistigh de thrÃ©imhse ama ar leith Ã³n dÃ¡ta a
fhaomhfaidh an Bord an t-iarrthÃ³ir rathÃºil (ceithre mhÃ i gcÃ¡s poist mhÃºinteora agus fad na
scoilbhliana do phoist CRS).
Eolas Breise:
Additional Information:
Rush & Lusk ETNS is looking for an enthusiastic, flexible and diligent school secretary for a
substitute position for 23 hours per week (there is no timeframe with this position as one of our
current secretaries is taking leave that may be short-term or long-term depending on
circumstances).

This position will be subject to sanction by the Department of Education

This onsite role is for 23 hours per week over four days.

The successful candidate will ideally have:
â?? Excellent administrative and organisational skills.
â?? High level of proficiency in Microsoft Office and Google Drive and good typing skills.
â?? Excellent communication skills, both verbal and written.
â?? Experience of basic financial systems to enable maintenance of school finance records,
payroll and revenue returns.
â?? Discretion and the ability to maintain strict confidentiality in all areas of work and adhere to
GDPR and data protection regulations.
â?? Proven ability to work as part of a team.
â?? Some prior knowledge of school software systems including Aladdin, Esinet, OLCS, and

https://www.ralet.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.

POD is desirable.

Key Duties and Responsibilities include but not limited to the following:
â?? Organising, maintaining and updating school data bases: Aladdin Connect, Department of
Education Database (Esinet), and Primary Online Database (POD)
â?? First point of contact for service providers, suppliers, and visitors.
â?? Managing school correspondence and answering the school phone and emails.
â?? Updating, managing and storing school records in compliance with GDPR.
â?? Other duties as allocated by the Principal or Deputy Principal.
â?? General school administration and office management.
â?? Procurement of resources and the management of school office supplies.

This appointment is subject to a 3-month probationary period and satisfactory Garda vetting. The
successful candidate will be required to complete Tusla Child Protection Training.

Please consult the Department of Education Circular 36/2022 for rates of pay and holidays for
school secretaries. The entry level for this role is on 1st point of the scale unless the candidate
has previous work experience as school secretary as per terms and conditions of circular
0036/2022. This can be discussed with the successful candidate.

Only Short listed candidates will be contacted regarding arrangements for interview. Interviews
will take place on Thursday 16th October in the evening time onsite in our school.
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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
RÃ©iteoirÃ (ainm, rÃ³l, uimhir theagmhÃ¡la.)
CÃ³ip de Theastais, DioplÃ³maÃ, CÃ©imeanna
CV (Digiteach)

.
Is fÃ©idir iarratais a chur isteach trÃ

RÃomhphost

.

.

CUIR IARRATAS ISTEACH AR AN bhFOLÃ?NTAS SEO

Uimhir Rolla: 20176C

Cuir Iarratas Chuig: Chairperson Board of Managaement,
Rush & Lusk ETNS,
Raheny Lane
Rathmore Road
Lusk
K45WC62

Contae: Baile Ã•tha Cliath

Ceantar Poist: County Dublin

Ceisteanna Chuig: raletprincipal@ralet.ie

SuÃomh GrÃ©asÃ¡in: https://www.ralet.ie
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/kb/120/general-child-protection-procedures-for-schools-2025
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