Administrator — Scouting Ireland

Full Time, 3-year Fixed Term Contract

Scouting Ireland is keen to recruit an Administrator.

Key Responsibilities and Duties:

Proven experience in administration/office systems and procedures.

Track record of managing multiple tasks with strong planning and organisation skills.
Track records using various ICT platforms.

Provide general administrative assistance as directed.

Provide a high quality, courteous, efficient, and friendly service to our members and
general public and proactively contribute to areas that will strive to constantly improve
that service.

To undertake any such other reasonable tasks that may be assigned from time to time.

Summary of Employment Terms and Conditions

Scouting Ireland Services CLG offers a range of tangible and intangible working benefits.

The salary paid on a monthly basis, will be appropriate to the role and will consider the
non-profit nature of Scouting.

The successful candidate may be required to work during evenings and on weekends,
when necessary, for which reasonable time off in lieu may be given. Attendance at
events and conferences may be required.

The holiday entitlement is 20 days per annum, plus public holidays.

Scouting Ireland Services CLG has an Employee Assistance Programme.

The offer of appointment will be subject to:

Successfully completing Garda Vetting/Access NI checks.

Verification of relevant qualifications.

Not taking on any other role in a voluntary or professional capacity that may lead to a
conflict of interest with their employment.

Where required, evidence of eligibility to live and work in Ireland

To Apply: Please Click Here

Applications must be submitted to no later than 14™ of August 2022 and must include:

Cover letter outlining your suitability for the role.
A CV.

Note: Scouting Ireland is committed to making appointments on merit by a fair and open
process, taking due account of equality and diversity. Selection will be carried our consistent
with Scouting Ireland’s Human Resources Policy. Canvassing will result in immediate
disqualification.


https://my.hrduo.com/candidate-jobs/Scouting_Ireland/8165199271

