         Clerical Officer – Education Department

National Pilot Project on Teacher Induction 

Primary Strand – Reference 07/08/004
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              Job Description
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.
Requirements:

· Leaving Certificate or equivalent

· Two year’s relevant experience

· Proven interpersonal and organisational skills

· The ability to work on one’s own initiative and as part of a team 

· Proficiency in Microsoft Office: Word, Excel, Outlook Express
· Ability to work under pressure when required

Desirable:

· Experience of liaising with schools

· Experience of working within academic administration

· Working knowledge of Microsoft Access

Duties include:

· Provision of Administrative services for project team, drafting and typing correspondence, responding to E-Mails

· Sorting incoming and outgoing post

· Mailshots to primary schools 

· Dealing with telephone and email queries from schools in relation to project

· Assisting with organisation of professional development seminars 

· Proof-reading documents, binding, photocopying and filing

· Data entry 

· Maintaining accurate files 

· Assisting with accounts including processing of travel claims 

Any other duties which may be assigned by Project team staff
Salary:
€439.67 - €685.33 per week (Plus 2 LSI)

Closing date for receipt of completed applications:

5.00 p.m. on Thursday 14th August 2008
_1278253906.bin

