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Baile Átha Cliath 9
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JOB DESCRIPTION

CLERICAL OFFICER (20 hours per week) REGISTRAR’S OFFICE, ST PATRICK’S COLLEGE

Two-Year Contract

This position is situated within the Registrar’s Office.  The Clerical Officer will work closely with other administrative and academic staff within the College.

The person appointed to this position will report to the Senior Administrator, Registrar’s Office. 

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 academic administration, ideally in a third-level college

· Experience of working in a bilingual Irish/English environment

General Duties to include:


· Dealing with enquiries from students, staff and general public 

· Provision of administrative services, typing correspondence, filing, responding to E-Mails, photocopying, data entry, form stamping.

· Liaising with College personnel and outside bodies as required

· Assisting in the organisation of registration, examinations, graduation 

· Taking student photographs and processing student identification cards

· 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:
€22,021 - €34,282 Plus 2 LSI Pro Rata
Closing Date:
1200 noon Friday 1st June 2007
 

