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Job Description - Clerical Officer

2 year contract post in the Finance Office

The post holder will be responsible for assisting in the day to day management of the Student Fees Office.

Applicants should have:

· Leaving Certificate or equivalent

· Excellent IT skills (particularly Excel, Word & Access)

· Good working knowledge of computerised accounting systems

· Excellent communications skills

· A high degree of initiative and flexibility

Duties of the post:

· Lodgements and transfers to College accounts.

· Issue course fee payment forms to students in connection with course/tuition and residential fees and other associated charges (payments made by students direct to fees a/c at bank)

· Manage and co-ordinate the course fee element of student registration

· Maintain and update student records on receipt of course fee payment forms and bank statements

· Invoice Local Authorities for course/ tuition fees in connection with students in receipt of grants; receipt and lodge same

· Record and distribute student maintenance grants from Local Authorities

· Invoice and follow through on payment re accounts to foreign students in College accommodation

· Handle queries relating to course/tuition fees, general student enquiries, and other appropriate matters.

Other Duties may include:

· Payroll

· Creditors

· General Administration (incl. Fax, Franking of post, etc.)

· Covering for reception when required

· Other duties which may be assigned from time to time by the President, the Secretary/Bursar or the Assistant to Secretary/Bursar or his/her nominee

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

The appointee will report to the Assistant to the Secretary/Bursar through the Executive Officer in the Fees Office.

Salary scale:
€22,021 - €34,282 plus 2 LSI

Closing date:
1200 noon on Friday 1st June 2007  

