	
	
	


   Job Specification for a one year contract position of Clerical Officer in the Office of the President – Reference 07/08/003
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 Post

The post-holder will provide secretarial assistance in the President’s Office.  S/he should be a self-starter and should possess the following:  

· A high standard of education, including a business or secretarial qualification

· At least two years’ relevant experience, preferably in an academic environment

· Highly skilled in computer applications

· Excellent interpersonal and organisational skills

· Ability to work accurately under pressure

· Ability to use initiative and work as part of a team

· Ability to deal with matters in a professional and confidential manner.

An excellent standard of written and spoken Irish is highly desirable.   

Duties/Responsibilities:

Responsibilities of the Clerical Officer will include the following:

· Provision of general secretarial support in the President’s Office, reporting to the Senior administrator

· Records management, including maintaining the current filing system and archival of old files 

· Assisting with College events, including receptions, book launches, College graduation, functions, public lectures, etc.

· Provision of substitute cover for the Senior Administrator and/or the Freedom of Information Officer as required from time to time. 

· Assistance with development and maintenance of alumni records and liaising with College alumni.

· Assistance with archive management including retrieval of archive records

· The post holder may be required to provide cover in the Reception area of the College

· Other duties that may be assigned by the Senior Administrator and/or College President from time to time.

The work of the President’s Office is highly confidential.  The post-holder is required to maintain this confidence at all times.

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

Salary Scale:
€439.67 - €685.33 per week (Plus 2 LSI)

Closing Date:
5.00 p.m. Thursday 14th August 2008  

