ST PATRICK’S COLLEGE, DRUMCONDRA

CLERICAL OFFICER IN HUMANITIES OFFICE

(PERMANENT POSITION) 

The College

St Patrick’s College is one of the major Colleges of Education in Ireland. It was established in 1875 as a Catholic teacher training College. The College offers a range of Education and Humanities programmes including B.Ed., B.A., Graduate Diploma, M.Ed., M.A., PhD and a Doctorate in Education. 

Since 1993, the College has been a College of Dublin City University and all courses are accredited by the University. The number of Staff and Students has increased substantially in recent years. At present, the number of students is over 2,400 and the number of full time academic staff is approximately 120. In addition to the main buildings, the campus also houses student residences, the Educational Research Centre, the Drumcondra Education Centre for teachers, the Centre for Early Childhood Development and Education and a crèche.

In addition to the main buildings, the campus also houses student residences, the country’s only Educational Research Centre, an Education Centre for teachers and a creche.  
The Post:

The person appointed to this position will report to the Higher Executive Officer of the Humanities Department through the Executive Officer for all duties assigned to him/her by the Dean of Humanities or his/her nominee, Heads of Department and others as assigned by the College.  
Applicants must have:
· Leaving Certificate or equivalent

· 2 years’ relevant experience

· Excellent IT skills particularly in Excel and Word

· Excellent organisational and communication skills

· The ability to work on his/her own initiative and as part of a team

· The ability to deal with matters in a professional and confidential manner

The following are desirable:

· An interest in History 

· An ability to communicate in French 

· Experience of working in a third level environment

Duties of the post 

· Provision of secretarial services for the Heads and other members of a number of Departments (eg History, French, Religious Education) and for College committees and activities as required

· Liaising with the relevant Heads of Department regarding examination papers, typing up the examination papers, entering and ensuring the accuracy of examination results.

· Typing correspondence, reports, etc as required for meetings with the External Examiners.  Arranging accommodation, travel, meals, etc necessary for meetings with the External Examiners.

· Maintaining all scripts/assignments for the required period of time and in such a manner as will facilitate their retrieval.  Extracting requisite scripts for the External Examiners and Appeals meetings and ensuring their replacement in the correct year and order

· Receiving, registering and distributing to staff and returning to students, assignments, theses, projects, etc which form part of examinations and continuous assessment

· Typing and collating teaching materials (eg course booklets for all students) and scheduling photocopying to be completed on time to ensure students receive information in a timely manner

· Organising conferences for subject areas (eg taking bookings by phone, email and post)

· Ordering books for Heads of Department through the College Library website

· Preparation of tutorial / student record cards which contain information on students that may be required should students request a reference on completion of their course

· Setting up student lists and maintaining database of student attendance and contacting students as required 

· Dealing with everyday general telephone enquiries and collaborating with students

· Deputising for a colleague who may be absent for a brief period/holidays by agreement with the Higher Executive Officer

· Assisting in College major events eg Registration, Graduation, Open Day, etc

· Any other duties that may be assigned from time to time

The College reserves the right to reassign staff to other areas as appropriate and necessary.

Salary scale:

€429.58 - €669.24 per week (Plus 2 LSI)

Closing date for receipt of completed application forms:



1200 noon on Friday 1st February 2008 

