St Patrick’s College, Drumcondra

Clerical Officer – Humanities – 1 year contract post 

The person appointed will provide administrative support to the Co-ordinators of the areas of Research, Quality Promotion and Teaching and Learning and the Music Department under the supervision of the relevant EO.

The successful candidate must have:

· Leaving Certificate or equivalent

· 2 years' relevant experience

· Excellent IT skills particularly in Excel and Word

· Excellent organisational skills

· Excellent communication skills

· The ability to work on his/her own initiative and as part of a team

· The ability to deal with matters in a professional and confidential manner

Experience in database software is desirable

Duties of the post include:

· Performing general administrative duties

· Booking rooms for concerts, practical exams and instrument storage

· Receiving and recording student assignments and dealing with student queries

· Working closely with staff in the Music Department

· Inputting student results

· Proof-reading documents

· Binding, photocopying and filing

· Circulating information to committee members and staff electronically 

· Helping to organize conferences and meetings, booking venues, preparing documentation, etc

· Liaising with other internal departments

· Maintaining accurate files, databases and accounts

· Assisting in College major events e.g. Registration, Graduation, etc

· Any other duties that may be assigned from time to time

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

Salary Scale:
€22,021 - €34,282 Plus 2 LSI

Closing Date:
12 noon on Friday, 1st June 2007

