TRALEE BAY WETLANDS CO. LTD.

Position of Administrative Assistant
Qualifications/Training
1. Each candidate must be of good character.

2. Each candidate shall be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.

3. Each candidate must, on the latest date for receipt of completed applications for the office:

(a) hold a recognised qualification in a subject relevant to the role, e.g. Book Keeping, Customer Service, Secretarial,  Marketing, Tourism Studies, or five years experience in an administrative role. 

(b) candidates with a recognised degree or qualification referred to at (a) above, must have at least two years satisfactory and relevant experience in a related field.

(c) possess good inter-personal and communication skills and demonstrate an ability to work as part of a team.

(d) demonstrate a high level of computer literacy with competence in the use of Microsoft Office and other relevant programmes.

(e) have experience of financial systems including payroll.
(f) have the ability to work under supervision and unsupervised, on own initiative, if required.

(g) have a knowledge of the Kerry and Irish tourism industry.

4. Main duties of the post:
(a) To provide administrative support to the centre manager and ecologist/assistant manager in the operation of the centre and facilities.

(b) To undertake all general office duties including photocopying, filing, and dealing efficiently with written, verbal and electronic/email queries.

(c) To be responsible for the raising of invoices and the administration of the Purchase Order System; ensuring the reconciliation between order, approval, delivery and invoice.

(d) Compiling daily reports on visitor numbers and income; preparing cash floats for reception; recording, acknowledging and lodging to the bank of all monies received. 

(e) Preparation of staff rotas, timesheets and compiling of hours worked by employees and payroll administration for the payroll administrator. 

(f) To assist in the marketing and promotion of the centre.

(g) To assist with the volunteer, student placement, education and outreach programmes.

(h) To provide back-up support to reception and shop.

(i) To check and monitor Health & Safety equipment and First Aid supplies and to order as and when required. Also to check and monitor stationery and cleaning stock on a weekly basis.
(j) Assist with the administration of health and safety system and keeping records up to date. 

(k) In addition to the duties and responsibilities listed, the post holder is required to perform any other reasonable duties that may be assigned by the manager from time to time.

5. This is a 39 hour, 5 days working week, full time post with the successful applicant offered an initial contract for a period of 12 months.  The position/contract will be reviewed with the holder during month 9.  As the centre is a 7 day week operation, it will involve work during some evenings, weekends and public holidays to meet the needs of the post.  

Hourly Rate: €12 per hour, paid fortnightly.


6. Selection will be by means of a competition based on an interview conducted by or on behalf of the Tralee Bay Wetlands Co Ltd.  Candidates may be shortlisted on the basis of the information provided in their application forms.  The candidates shortlisted will be invited to attend for interview.  The Company will not be responsible for any expenses incurred by candidates in attending for interview. Tralee Bay Wetlands Co. Ltd is an equal opportunities employer.

Closing Date and time for receipt of completed application forms to: The Secretary, Tralee Bay Wetlands Co Ltd, c/o Town Hall, Princes Quay, Tralee is 4.30pm on Thursday, 
26th January, 2012.  

Interviews for short listed candidates will take place on or about 2/3 February 2012.

