Senior Executive Assistant  

Department of education [Early Childhood Studies]

Permanent Position

Applications are invited from suitably qualified applicants for the above position.  The appointee will undertake duties at the discretion of the Director of the B.A. Degree (Early Childhood Studies) and work under the supervision of the Departmental Manager/Deputy Departmental Manager (Education).  

The duties assigned will include:

· Managing the day-to-day administration of the office for the B.A. (Early Childhood Studies) Degree Course, including co-ordinating the degree’s teaching programme, liaising with Lecturers and creating the annual timetable for the three years of the degree. 

· To provide support for the B.A. (E.C.S.) students on supervised placement and to liaise with the B.A. (E.C.S.) Placement Team. 

· Managing student business, information and advice and ensuring responses.  

· Organising examinations, including preparing papers, mark-sheets in compliance with College regulations, procedures and deadlines.  

· Accepting, recording, dispatching and tracking all student essays/assignments/portfolios and following up on results and late submissions.  This will involve liaising with the other Departments teaching on the Degree.

· Creating and maintaining an efficient filing system, both computerized and manual, to ensure easy access to all files relevant to the Degree.

· Preparing Handbooks annually.  This involves liaising with all other departments teaching on the Degree and ensuring that all relevant information is included in these publications.  [High levels of presentation, layout and proof reading required.]

· Maintaining a database of income/expenditure for various accounts/projects which relate to Early Childhood Studies.

· Maintaining a catalogue of the offprint library, photocopying and keeping up to date all offprint boxes relevant to the B.A. (Early Childhood Studies) Degree in the Resource Centre.

· Assisting in the organizing of Board/Staff meetings in Early Childhood Studies.

· Dealing with the general public regarding any queries relating to Early Childhood Studies.

· Assisting the Course Director in delivering any other administrative functions as required.

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 scope and 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.

Essential Criteria:

· Proven administrative and secretarial experience.

· High level of competency in a wide range of computer skills, including word-processing, databases and PowerPoint.

· Highly motivated with initiative.

· Excellent organisational and interpersonal skills.

· Capable of working as part of a team in a confidential environment.

Desirable Criteria:

· Knowledge of academic and university administrative procedures.

· Interest in pre-school education and care.

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.

Salary:  Appointment will be within the following scales, depending on qualifications and experience.

€27,510 - €40,425   Scale A

€26,135 - €38,405   Scale B 

Annual leave is 21 working days per annum with additional leave at prescribed times (Christmas and Easter) total 29 days per annum.  An extra two days are allowed to staff with five year’s service.  

Normal hours of duty are Monday to Friday, 9.15 a.m. to 5.00 p.m. with 70 minutes for lunch.  

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 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.
Sick Leave: A comprehensive sick-leave scheme is in operation, a copy of which will be sent on appointment.  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 (1 year) sick leave, at either full or half pay, in any period of 4 years

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 .001%
Voluntary Health Insurance:  A VHI/BUPA/HAS/Vivas Health group scheme is in operation and contribution may be deducted from salary on request.

The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the posts which is currently 6%. 

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.

Application forms must be completed and are available, together with further particulars, on our website at:  http://hr.ucc.ie/employment.php   or from,

Department of Human Resources, University College Cork.  Tel: + 353 21 4903603  / Email: recruitment@per.ucc.ie / Fax + 353 21 4276995

Completed application forms should be submitted to the Department of Human Resources, University College, Cork.  Closing Date: :  Friday, 23 June 2006.
Note:  Candidates should note that any inaccurate information will invalidate their application.
University College Cork is an Equal Opportunities Employer

