Jobs ie

Connecting Employers and Jobseekers

CE Administrator, NTDC
B8 NTDC
P 4CES-2468412 Application Details

NTDC, Liffey Building, Main Street, Roscrea, Eligibility to participate on CE is generally linked to those who are 21 years or over and in receipt of a

CO)

Co. Tipperary, qualifying social welfare payment for 1 year or more or 18 years and over for certain disadvantaged

) No of positions : 1 groups. Your eligibility will have to be verified by the Department.
ES Community Employment Programme To register your interest you can contact an Employment Personal Advisor (EPA) in your local Intreo
Centre
19.5 hours per week :

@ Community Employment Programme Rates Job Description

—
11/09/2026 Duties

=1
b(é 23/10/2026 This is a developmental opportunity, no experience necessary. Accredited training will be provided to

N J

support your career.

How to register your interest

1. Duties and responsibilities: Greeting and directing visitors, answering phone inquiries and

To register your interest, take note of the scheme handling queries in a courteous, professional manner 2. Ensuring office supplies are maintained 3.

reference number and contact an Employment Personal Ensuring the confidentiality and security of files and filing systems 4. Coordinating schedules,

. i ti istributi t ing that is kept t of
Advisor (EPA) in your local Intreo Office arranging meetings, distributing memos and reports and ensuring that everyone is kept current o

g J necessary company news and information 5. Operating copy equipment, scanning documents,

printers or other equipment necessary 6. Supporting the community employment supervisor in a
verity of administration duties. 7. Answering emails, following up with participant times sheets.
Supporting the meals and wheels admin driver routes/cash received and banking. For more

information please contact mt.ryan@ntdc.ie To apply for the position contact your local intreo office.

Is deis fhorbartha i seo, nil aon taithi riachtanach. Cuirfear oilitiint chreiditnaithe ar fail chun tacu le

do ghairm bheatha. 1. Dualgais agus freagrachtai: Failte a chur roimh chuairteoiri agus iad a
Open your camera
app & point here
to view this ad
online

threoru, fiosruchain teileaféin a fhreagairt agus ceisteanna a laimhseail ar bhealach cuirtéiseach,

gairmiuil 2. A chinntii go gcoimeddtar solathairti oifige 3. Rundacht agus slandail comhad agus
céras comhduchain a chinntid 4. Sceidil a chomhordu, cruinnithe a shocrd, meamraim agus
tuarascalacha a dhaileadh agus a chinntiti go gcoimeadtar gach duine ar an eolas faoi nuacht agus

faisnéis riachtanach na cuideachta 5. Trealamh céipeala a oibrit, doiciméid, printéiri n6 trealamh eile

is ga a scanadh 6. Tacaiocht a thabhairt don mhaoirseoir fostaiochta pobail i réimse dualgas

riarachdin. 7. Riomhphoist a fhreagairt, obair leantach a dhéanamh le bileoga ama rannphairtithe.

Tacaiocht a thabhairt do riarthéir na mbéili agus na rothai, bealai/airgead tirim a fuarthas agus

baincéireacht. Le haghaidh tuilleadh eolais, déan teagmhail le mt.ryan@ntdc.ie Chun iarratas a

www.jobsireland.ie | Phone: 0818 111 112



https://www.gov.ie/en/service/412714-community-employment-programme/#rates-of-payment
https://www.gov.ie/en/directory/category/e1f4b5-intreo-offices/

e Sector: administrative and support service activities

www.jobsireland.ie | Phone: 0818 111 112 or +353-1-2481389 (if outside the Republic of Ireland) | Email:jobsireland@welfare.ie






