Executive Officer – Permanent- in the Education Department with responsibility for the Administration of Full-Time Courses

Applicants must have:

· Leaving Certificate or equivalent

· At least 3 years relevant experience

· Excellent interpersonal skills

· Ability to perform his/her duties with judgement and discretion

· Excellent computer skills, in particular Excel and Word

· Good level of numeracy

· Good written and verbal communication skills

· Good organisational ability

· Ability to work quickly and accurately under pressure

The following skills are desirable:

· SPSS

· Experience of working in an academic environment

· Ability to communicate as Gaeilge

Description:

The College:

The Education Department in St Patrick’s College is one of the largest academic departments in the country, with approximately 50 full-time staff. It contributes to a range of programmes at both undergraduate and postgraduate levels on which approximately 1700 full-time and 160 part-time students are enrolled.

The Position:

This position is situated within the Education Department Administration Unit. The person appointed will report to the Higher Executive Officer in the Education Department, and, through the HEO, to the Head of the Education Department.

The primary responsibilities associated with this position are the administration of Education Department full-time courses and the provision of support to staff teaching these courses. The person appointed will work very closely with other administrators within the Unit, and will, on occasion, be expected to contribute to different areas of the Unit’s work.

Specific duties include the following:

· Overseeing Education Student Services 

Student Services handles general queries and processes student assignment submissions. The person appointed will liaise with staff and students to ensure that the service provided meets their needs.

· Examinations

The person appointed will be responsible for administering the Department’s examination results. Tasks associated with this include: maintaining assessment and attendance records; preparing examination papers; processing results; preparing course material for external examining and archival; liaising with staff, students and external examiners; and handling appeals. 

· Support to Academic Staff

The person appointed will assist the Department’s staff with research related tasks such as managing and analysing data, formatting survey forms, and scanning completed surveys.

· Quality Improvement

The person appointed will assist with the ongoing evaluation of the work of the Education Unit and Department.

· Records Management

· Acting as secretary to relevant programme boards

· Maintaining the course information pages on the Department’s web-site

· Routine clerical work such as maintaining databases, preparing material for meetings, data-entry etc.

· Any other duties and responsibilities 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:

€27,178 - €43,382  Plus 2 LSI

Closing date:

12 noon on Friday, 1st June 2007

