JOB DESCRIPTION

CLERICAL OFFICER – ADMISSIONS OFFICE

TWO-YEAR CONTRACT POST

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 Diplomas, Masters, PhD and a Doctorate in Education in addition to a number of in-service and Special Education courses.

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. There are currently in excess of 2,400 students. In addition to the main buildings, the campus also houses student residences, the Educational Research Centre, the Drumcondra Education Centre, the Centre for Early Childhood Development and Education, the Educational Disadvantage Centre and a crèche.

The Admissions Office

The Admissions Office is situated within the Office of the Registrar in St Patrick’s College. The Clerical Officer in the Admissions Office will work closely with other administrative staff within the College, and with academic staff members involved with Admissions.

The person appointed to this position will report to the Admissions Officer.

Applicants must have

· Leaving Certificate or equivalent 

· At least two years relevant experience

· Excellent interpersonal and communication skills, especially the ability to deal with students (both current and prospective) sensitively and appropriately

· Good planning and organisational skills

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

· Good IT skills

· Confidentiality and discretion to a high degree are expected

The following are desirable:

· Experience of working within a third level institution

· Experience of working in a bilingual Irish/English environment

· Full driving licence and access to own transport
Duties of the Post

· Dealing with enquiries relating to Applications and Admissions procedures

· Providing administrative services, typing correspondence, responding to E-Mails.

· Posting mailshots to all Secondary Schools in the 26 counties.

· Photocopying and packing Admissions Application materials.

· Maintaining and filing all records relating to the Admissions Competitions

· Assisting in the organisation of entrance competitions

· Processing Health Declaration Forms and responsibility for forwarding same to College Medical Officer and making returns to DES
· Assisting in the allocation of Campus Accommodation to incoming First Year students and current students.

· Assisting with the organisation of Open Day

· Liaising with College personnel and outside bodies as required

· Assisting in the preparation of student information booklets

· Attending Career Fairs and other promotional events throughout the country

College duties:

· Taking Student identification photographs and processing student ID cards when required
· Assisting at other College events such as Registration, Graduation, etc

· Covering for Reception when required.

Any other duties as may be assigned from time to time by the College.
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
