Executive Officer in Teaching Practice – Education Department

Permanent 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 College of Education. 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 Department

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. Teaching Practice refers to the school placement periods undertaken by the 1400 students enrolled on the Bachelor of Education and Graduate Diploma in Education (Primary Teaching) programmes.  Further information is available on the College web-site at www.spd.dcu.ie
The Post

The person appointed to this position will have responsibility for the organisation and administration of administrative support in Teaching Practice. 
The successful candidate will work closely with the Director of Teaching Practice and be responsible to the Higher Executive Officer in the Education Department.

Applicants for the Executive Officer post must have:

· Leaving Certificate or equivalent
· Three years relevant experience
· A high level of expertise in the use of IT systems, preferably in a 3rd level environment 

· Excellent interpersonal skills
· The ability to communication effectively (in writing and verbally)
· The ability to work on one’s own initiative and as part of a team

 Ability to communicate as Gaeilge is desirable.

Duties of the Post

He/She shall:

· Perform administrative support duties relating to Teaching Practice matters and have responsibility for the management of administrative support in Teaching Practice.

· Prepare Teaching Practice placement booklets and related material for supervisors and other relevant personnel prior to all Teaching Practice periods.

· Make the necessary arrangements for Teaching Practice meetings and seminars.

· Record (in writing) messages and queries from students and supervisors.

· Retain an organised filing system for all Teaching Practice reports and references and update the system regularly.

· Collate teaching practice grades and other Teaching Practice related material.

· Report to the Director of Teaching Practice on Teaching Practice issues 

· Communicate and liaise closely with schools, supervisors, external examiners, the Inspectorate, and other relevant College staff in the execution of Teaching Practice matters.

· Supervise and delegate work to the Clerical Officers in Teaching Practice

· Suggest improvements to the organisation and management of administrative support in Teaching Practice.

· Undertake any other duties as may be assigned from time to time.

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

Salary Scale:
€27,676 - €44,697 per annum (2 LSI)


Closing date for receipt of completed application forms: 

1200 noon on Friday 1st February 2008 

