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ADVERT ID 260793

Secretary / Administrator

Holy Family Secondary School

Holy Family Secondary School Naas Road Newbridge W12YD71
https://www.holyfamily.ie

.

MAIN DETAILS

Status: Active

Level: Post Primary

Date Posted: Thu Aug 13 2026

Application Closing Date: Thu Aug 20 2026

Commencement Date: Mon Aug 31 2026

Status of Post: Part-Time

Number of Vacancies: 1

Number of hours per week: 24

.

SCHOOL DETAILS

School Type: Voluntary Secondary School

School Structure: Girls

Current Enrolment: 770

Droichead school: Yes

.

POST DETAILS
Additional Information:
The Board of Management of Holy Family Secondary School invites applications for a part-time
School Accounts Secretary/Administrator for 24 hours per week. The days and times of work will
be agreed with the successful candidate, but they must be available to work on Fridays.
Applicants must have previous secretarial or administrative experience, as well as experience in
accounts, bookkeeping, or financial administration. Strong IT, organisational, and communication
skills are also essential. Experience in a school setting or with school accounting systems is
desirable. Shortlisting may apply.
The suitable candidate will be an integral part of the school community and will work directly with
the existing secretarial staff.
The appointment will be made under the terms and conditions in accordance with the relevant
Department of Education and Youth salary scale for the grade appointed, as set out in Circular
Letter 0061/2026. The appointed candidate will commence at point 1 of the salary scale unless
they have previous recognised experience as a School Secretary.

Duties will include general school-office administration, correspondence, record-keeping,
processing invoices and payments, maintaining financial records, and other duties as assigned
by the Principal/Deputy Principals. 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.

It is desirable that they are skilled in using SAGE 50 Accounts, VSWare, PPOD and Unique
school app but training will be provided in the use of these.

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.
Interested candidates should submit a Curriculum Vitae and covering letter showing
evidence of the skills as well as names and
contact details of two referees to

https://www.holyfamily.ie
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posts@holyfamily.ie
Shortlisting may apply

It is a requirement to hold a valid Statutory Declaration and to complete the Form of Undertaking
for this position upon offer of employment.

It is a requirement to hold a valid Statutory Declaration and to complete the Form of Undertaking for this position upon offer of
employment.

.
APPLICATION REQUIREMENTS

Referees (name, role, contact no.)
CV (Digital)

.
Applications may be submitted by

Email

Post

.

.

APPLY TO THIS JOB VACANCY

Roll Number: 61682A

Apply To: Holy Family Secondary School
Naas Road
Newbridge
W12YD71
posts@holyfamily.ie

County: Kildare

Website: https://www.holyfamily.ie
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