ColÁiste na hOllscoile Corcaigh

University College Cork

INTERNAL ADVERTISEMENT

Administrative Assistant Grade 5 job-sharing post (Admissions Office)
(Permanent Post)
The Administrative Assistant supports the Admissions Office IT interface with the Central Applications Office (CAO) system and the UCC student records system as well as providing administrative support in a number of key related areas. In addition the Administrative Assistant coordinates the Admissions Office input into the first year registration process.

The successful candidate will be a graduate or have equivalent relevant experience in a third level environment with a strong background within an IT environment.

Experience of working with large databases such as the ITS Student Record System is essential. In addition to excellent IT skills (Excel, Internet, FTP/Telnet, ITS) the successful candidate will have a proven record in report writing and communication skills. 

This is a job-sharing position and the post holder will be working afternoons (although some slight adjustment on this arrangement may be possible).
The principle duties of the Administrative Assistant will include:

(a) Responsibility for CAO Process

· On-going analysis of CAO Procedures and Processes

· Load of CAO Files to ITS Student Database System

· Liaise regularly with CAO and System Administration

· Extract sub-sets of data from CAO for processing of specific categories of students – matures, non-Irish EU applicants, applicants for restricted courses, etc.

· Transfer of Admissions Office decisions electronically to CAO

(b) Responsibility for co-ordinating Admissions Office input into first year registration

(c) Responsibility for ITS Process

· Provide training and support to Admissions Office staff in ITS Procedures and Processes
· Represent Admissions Office on ITS Working Groups
· On-going analysis of ITS Procedures and Processes 
(d) Validation of Admissions Office data

· Validation of CAO data when loaded to ITS Student Database System

· Validation of UCC data after registration

(e) Other duties include:

· Processing of local applications (particularly late mature applications)

· Processing of CAO Deferral requests

· Deal with a large range of queries from a diverse range of enquirers

Note:  As the university continues to expand and evolve, and in the light of the new university legislation, it is likely that flexibility in regard to the allocation of specific duties will be necessary.  Accordingly, the list of duties specified above is not intended to be exclusive or restrictive; duties may be added or withdrawn but any such alteration will take place only within the remit of the Head of Department, as outlined, and after consultation with the appointee.

Person Specification/Selection Criteria

Decisions at shortlisting and interview will be made based on the following criteria-:

The successful candidate will be a graduate or have equivalent relevant experience in a third level environment with a strong background within an IT environment.

Experience of working with large databases such as the ITS Student Record System is essential. In addition to excellent IT skills (Excel, Internet, FTP/Telnet, ITS) the successful candidate will have a proven record in report writing and communication skills. 

Candidates are requested to make a personal assessment of these criteria against their own qualifications, skills and abilities to assess whether they should apply for the post
CONDITIONS OF THE POST

Salary within 50% of the scale: €38,299 - €47,596 (new entrants), depending on qualifications and experience 

Annual leave is pro rata 26 working days per annum, with additional leave at prescribed times, total 34 days pro rata per annum

Normal hours of duty.  This is a job-sharing position and the post holder will be working afternoons (although some slight adjustment on this arrangement may be possible). Due to the nature and seniority of the post, however, it may be necessary to extend and vary these hours from time to time in order to meet the exigencies of the post.  

Sick Leave:  Subject to certain conditions staff may be allowed up to 130 working days, (6 months) pro rata sick leave at full pay and a further 130 working days pro rata at half pay in any 12-month period.  This is subject to the staff member not exceeding 260 working days pro rata, (1 year) sick leave, at either full or half pay pro rata, in any period of 4 years.

The tenure of the post is based on the following provisions:

(a) A probationary period of one year shall apply from commencement of employment in the post during which the contract of employment may be terminated by either party in accordance with the Minimum Notice and Terms of Employment Acts, 1973 to 2001. The probationary period may be extended at the discretion of the University.
(b) Except in circumstances of gross misconduct justifying immediate dismissal, the appointee will receive one month's notice of termination of employment, or, if greater, such notice as is provided for in a minimum notice in terms of Employment Act, 1973.
(c) The appointee is required to give one month's notice of termination of employment.
(d) Under the Public Service Superannuation Act 2004, for all new entrants to the Public Sector on or after April 2004, the normal retirement age is 65.  It is no longer possible therefore to retire before age 65.

Pension: There is an excellent pension scheme in operation, which provides personal retirement benefits as well as benefits for spouses and children. The overall contribution rate  approximates to 6½% of salary (3% of pensionable remuneration and 3½% of net pensionable remuneration). Tax relief is accrued on these
payments.

The maximum pension, based on 40 years reckonable service, comprises an occupational pension from UCC with an entitlement to a contributory state pension.  Together both pensions provide a maximum of 50% of final salary and the UCC scheme provides a lump sum of 1½ times final salary (currently tax free).  The University operates schemes for the transfer of service or pension benefits from other schemes and a purchase scheme to allow members to increase their pensionable service. In addition, additional dependants’ benefits can be provided by membership of the Voluntary Life Assurance Scheme. 

Membership of the Income Continuance Plan is mandatory.  This provides additional payment where salary is reduced or ceased because of long-term illness or injury.  Contributions, which are tax-allowable currently, amount to 1.25% (gross) of salary.

Membership of the Group Personal Accident Scheme shall apply to all employees, subject to individual acceptance by the Insurance Company.  The salary quoted is subject to a deduction from salary at the rate of .008%
The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the posts which is currently 4% with an earnings ceiling of €48,800, 2% is payable on the balance.

Voluntary Health Insurance:  A VHI/BUPA/HAS/VIVAS Health group scheme is in operation and contribution may be deducted from salary on request.

Additional benefits: We offer progressive employment and training policies including opportunities for further studies.  Staff can avail of membership of a variety of clubs and societies and a wide range of facilities on campus, including a leisure centre.

Certificates and Testimonials:  These documents should not be sent with the application.  Candidates who are selected for interview will be requested to submit the necessary documentation.  

Please note that if you are considering applying for this post you must be able to supply proof of the right to work in Ireland.  If you do not have the right to work in Ireland you would need to obtain a work permit.   We are obliged by European law to appoint people who are citizens of the European Economic Area (EEA) where possible.  Where there is no skills shortage for a particular post, it is highly unlikely that a work permit would be granted.

Each candidate must complete an application form for the post. Please indicate clearly on the application form, which post is being applied for.     

Note:  Candidates may be required to produce documentary evidence to support any statements made by them on their application form or any supporting documentation.  Candidates should note that any inaccurate information will invalidate their application. 
An application form must be completed and is available from http://hr.ucc.ie/forms.php. 

Completed application forms should be returned to 

Department of Human Resources, University College, No 2-4 Elderwood, College Road, Cork

Tel: 021 4903690 / Fax 021 4276995

Email: recruitment@per.ucc.ie
 

Closing Date for Receipt of Applications: Friday 22 June 2007

UCC IS AN EQUAL OPPORTUNITIES EMPLOYER

