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Mary Queen of Angels N.S. 2

Gurteen Road Gurteen Road Ballyfermot D10C527

PRA*OMHSHONRAA.

StAjdas: GnAomhach
LeibhA®al: Bunscoil

DAjta PostAjilte: Luan DFA3mh 6 2025
SpriocdhAjta le haghaidh larratas: MAjirt DFA3mh 14 2025
DAjta Tosaithe: Luan Samh 3 2025
StAjdas an Phoist: PAjirtaimseartha

LAon na bhFolA°ntas: 1

SONRAA« SCOILE

CineAjl Scoile: PrAomhshruth
StruchtA°r na Scoile: Ingearach
Inscne: BuachaillA
PAjtrA°nacht na Scoile: Caitliceach
RangA°: DEIS 1

LA‘on I0m~IA_;n na mBall 13

Foirne MA®inteoireachta:

Rolla Reatha: 133

Scoil Droichead: TA;

SONRAA« AN PHOIST

Eolas Breise:

Additional Information:

Mary Queen of Angels 2 Boys National School invites applications for the position of secretary.
This is a permanent position (20 hrs per week) and will be subject to sanction from the DEY. The
successful candidate will be recruited in line with the terms & conditions as set out in circular
36/2022. New secretaries will be placed on point 1 of the scale as set out in appendix 1 of the
circular unless they have prior experience as a school secretary.

The position is subject to compulsory garda vetting, Medmark clearance, online Tusla child
protection training and a 6 month probationary period. The hours of work for this onsite role are:
08.45 to 13.30pm Mon to Fri. Flexibility may be required at other times to support other school
activities / events.

Key duties of the position will include:

- point of contact for all visitors & enquiries

- managing school communications (phone, email, databases e.g. Aladdin, POD & OLCS)

- working alongside the school management team

- management of school financial accounts

- office management

- procurement of resources

- liaising with service providers, suppliers etc.

The ideal candidate will demonstrate the following competencies:

- professionalism & discretion

- the ability to maintain strict confidentiality

- strong interpersonal & communication skills

- book keeping skills including knowledge of online banking

- a willingness to engage with continuous professional development



- ICT proficiency

- knowledge in relation to GDPR and data protection

- ability to use own initiative (work independently & as part of a team)

- positive outlook & a willingness to contribute to overall school development
- good planning & organisational skills

RIACHTANAIS IARRATAIS

» TAj sA© riachtanach go mbeadh DearbhA° ReachtACil bailA ag an duine a cheapfar agus go
gcomhlAjnA3dh siad an Fhoirm Ghealltanais.

Litir larratais
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CUIR IARRATAS ISTEACH AR AN bhFOLA?NTAS SEO

Uimhir Rolla: 18843D

Cuir larratas Chuig: mga2jobs@gmail.com
Contae: Baile Astha Cliath
Ceantar Poist: Dublin 10
Ceisteanna Chuig: mga2jobs@gmail.com

Is ag IPPN atAj an cAsipcheart 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 fA©idir an fhaisnA©is atA;j ann a AoslA3dAjil, a chAsipeAil 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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