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General Operational Support Staff

Application Details

Eligibility to participate on CE is generally linked to those who are 21 years or over and in receipt of a

qualifying social welfare payment for 1 year or more or 18 years and over for certain disadvantaged

groups. Your eligibility will have to be verified by the Department.

To register your interest you can contact an Employment Personal Advisor (EPA) in your local Intreo

Centre.

Job Description

Duties

This is a developmental opportunity, no experience necessary. Accredited training will be provided to

support your career.

General Operational Staff member

The main responsibilities of the role will include:-

Housekeeping

Ensuring that the premises are maintained to a high standard

Ensure supplies of tea, coffee, bread, milk and other refreshments are available at all times for

service users and staff

Keep toilets to a high standard of cleanliness, ensuring sanitary products are well stocked

Undertake errands such as purchasing stamps, groceries, and other required goods

Assist with the setting up the premises for events, meetings and group activities

Carry out regular cleaning of the premises, including both weekly cleaning and monthly deep-

cleaning tasks

Trainee Support Worker

Assist with supervision of participants, providing updates on participants' progress as part of key

working and care planning process. 

Co-operate with the design and delivery of group programmes and activities. 

Help build effective links with third party agencies and advocate on behalf of participants with same

Participate constructively in all team meetings. 

Attend training opportunities in line with own career development and needs of the Special CE

Scheme. 

Admin Support

https://www.gov.ie/en/service/412714-community-employment-programme/#rates-of-payment
https://www.gov.ie/en/directory/category/e1f4b5-intreo-offices/
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Provide support to the administrative team, including filing, reception duties, answering the door and

handling telephone calls.

General other Ad-hoc duties 

The successful candidate will have the following :-

Excellent communication and interpersonal skills 

Strong organisational and time-management abilities 

Ability to work effectively in a team and independently 

Attention to detail 

Possess a positive attitude.

Position will be based at the offices of the MCDAR in Navan

Sector: administrative and support service activities




