INTERNAL ADVERTISEMENT

Administrative Assistant, Department of Obstetrics & Gynaecology 
                              (1 Year Fixed Term, Externally Funded Contract Post)
The Department of Obstetrics & Gynaecology is looking for an experienced administrator to act as Personal Assistant to the Head of Department and provide administrative support to the Department. The post holder will work closely with the Head of Department to provide a comprehensive and professional secretarial, administrative and support service. 

The suitable candidate will be a UCC staff member and will have previous experience of PA and administrative work at a senior level. S/he shall possess a high standard of secretarial skills and have experience of MS Office. Candidates should also possess excellent communication and organisational skills, be able to prioritise their workload effectively and enjoy the challenge of working in a multi-disciplinary team within a dynamic business environment. This is a challenging and interesting role and requires a flexible approach and willingness to work as a team player.

The post holder will be required:

1.      To coordinate the full range of administrative services provided by the Head of Department, including:
·  Acting as main point of contact on day-to-day issues

·  Accurate typing of correspondence and papers as required

· Checking, collating and distributing correspondence and reports to specific deadlines

· Managing diaries

· Organising visits, travel arrangements and meetings

· Maintaining computerised information systems including database management

· Undertaking other tasks and specific projects as requested

· Coordinating contact with external partner agencies

2.      To provide efficient and effective customer services, including:

· Ensuring that all enquiries are responded to quickly and efficiently

· Ensuring correspondence is managed and replied to within set deadlines

· Maintaining professional and effective liaison with external organisations

· Effective liaison with other staff

3.      To collect and coordinate information/documentation, including:

· Ensuring that background papers and all other necessary preparations are in hand for meetings and events

· Ensuring that rooms are booked, papers circulated and refreshments available for meetings as appropriate

· Taking minutes as requested at meetings

· Processing travel expenses claims, including follow-up of budget codes

· Developing and maintaining effective and efficient office and information management systems for the Head of Department, including meeting and working files, bring forward systems, recording and sorting incoming mail.  To coordinate general administrative duties such as filing, faxing and photocopying.

4.      To undertake any other duties commensurate with the level of this post.

Candidates will be required to demonstrate at shortlisting and interview that they meet the following criteria for appointment:-.

Selection Criteria for appointment

· Relevant experience of working in an administrative capacity at senior level  and dealing with staff and external agencies

· Excellent IT skills including word processing, Access, Excel, Powerpoint, e-mail, the internet and other appropriate tools and packages 
· Excellent interpersonal skills, ability to deal effectively, efficiently and appropriately with staff, senior managers, public and external organisations 
· Experience of developing new administrative systems 

· Excellent written communication skills, ability to write clearly and accurately to produce work of a high standard including taking minutes 
· Excellent organisational skills and experience of working to deadlines whilst coping with competing priorities 
· Developed ability to work effectively within a team and to build and maintain effective working relationships 
· Ability to deal flexibly with a range of different demands about a wide variety of subjects and prioritise a varied workload 
· Experience in managing staff 
· Proactive and positive approach to work 
· Ability to work on own initiative 
· Ability to maintain confidentiality 
· A clear understanding of, and commitment to, equal opportunities and diversity, and the commitment to promote high standards of conduct, integrity and probity 
· Audio typing skills are desirable
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 EMPLOYMENT

Appointment will be within the following salary scale, depending on qualifications and experience: €40,164 - €49,912 (Scale A) /  €42,274 - €52,535 (Scale B)

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

Normal wholetime hours of duty are Monday to Friday, 9.15 a.m. to 5.00 p.m. with 70 minutes for lunch. 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) sick leave at full pay and a further 130 working days, 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, in any period of 4 years.

The tenure of the post is a one year fixed term contract. The nature of this employment contract is fixed term due to this being an externally funded post in an expanding area.  It is based on the following provisions:

(a) A probationary period of three months 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.

This appointment may be made on a secondment basis only with the agreement of the   appointee’s current head of department.   
Pension: Membership of the UCC Pension Scheme is applicable to this appointment. 

 In addition, additional dependants’ benefits can be provided by membership of the Voluntary Life Assurance Scheme.
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 .001%

Voluntary Health Insurance:  A number of private health group schemes are operated within the University.  Further detail is provided on appointment and and contributions 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.  
Note: Candidates should note that any inaccurate information will invalidate their application.
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.

An application form must be completed and is available from http://www.ucc.ie/en/hr/policies/forms/application/
Completed application forms should be returned to 

Department of Human Resources

University College, 

College Road,

Cork

Tel: 021 4903073 / Fax 021 4276995

Email: recruitment@per.ucc.ie
Closing Date for Receipt of Applications: Wednesday, 13th May 2009
UCC IS AN EQUAL OPPORTUNITIES EMPLOYER

