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Office Administrator 

 

Full/ Part time: Full 
 

Reports to:  MCC & MCH  Manager  

Location: Monasterevin Community Centre 
and Council Hall  
 

Level: Admin 

Salary €22,533  Hours: 39, exclusive of lunchbreaks  
*8:45-5:15, Monday to Friday  
20 days annual leave  
 
 
*Some flexibility may be negotiable  

 

About Monasterevin Community Centre 

Monasterevin Community Centre CLG (MCC), provide facilities for training courses, cultural 
activities, recreational facilities and meetings rooms for local charitable Organisations at a 
sustainable rate. We also hire to small social enterprises and local businesses. We recently added 
Monasterevin Council Hall to our portfolio of available community spaces and are working closely 
with the council to further develop that facility. 
MCC is overseen by a Board of volunteer’s who work closely with the recently installed centre 

manager. The target is to grow the business further in the coming years, providing more activities for 

the local community and providing modern facilities where all sectors of the local community can 

integrate together. 

About the role 

Job Overview: 

The Office Administrators role is chiefly to provide support to the centre manager in the day 

to day running of Monasterevin Community Centre and Monasterevin Council Hall. They 

will be dealing with the public on a daily basis and will be expected to represent MCC in a 

positive light to the community.  

 

Responsibilities and Duties  

General Administration 

• Perform general office administrative and clerical  

• Front of house - welcoming users and visitors, answering telephone and email queries, 

and providing information about services we provide. 

• Develop and maintain users/client database, process forms and details. 

• Maintain admin systems and procedures for processing; ensure the office is well-

organised, filing maintained and order proper supplies/stationery 
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 Financial Administration 

• Maintain the MCC & MCH financial records and related reports 
• Assist with invoicing room hires, managing petty cash and handling banking 

cash/cheques as required 

• Assistance in processing and managing donations and supporting Community 

Manager with grant applications as required 

 
Facilities Coordination 
 

• Assist in maintaining orderly premises including equipment inventory, stocking of 
supplies and updating timetables/information boards in the centre 

• Assist in managing suppliers, room hire and contracts, assessing value and agreed 
terms as needed; negotiate if needed 

 
 Other Duties and Project Support 
 

• Ensure that all MCC &MCH  policies and procedures are adhered to, particularly 
those relating to Health and Safety and risk assessments for the premises 

 
• Support the Community Manager in event organisation, developing new services, 

marketing/outreach and monitoring/evaluation practises as needed 
 

• Assist the Community Manager with preparing papers, policies, reports from the 
financial systems and other ongoing projects as needed 

 
• Participate in regular supervision and team meetings, and attend training and 

networking events from time to time 
 

• Liaise with CE worker stationed in MCH (If applicable) 
 

• Work with the Manager, and any other employees (CE Workers or volunteers) as part of a 

team. 
 

• Maintain a knowledge of upcoming events/fundraisers in MCC and MCH, and where 

required, assist in promoting these events/fundraisers. 

• Deal with clients and members of the local community in a friendly approachable 
manner 
 

• Perform general cleaning duties as required. 
 

• Maintain a positive social media presence for MCC. 
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Candidate requirements 

Experience  
 

• To qualify, candidates must be coming from a social funding role (e.g., C.E. Scheme, 
Tus Scheme, Jobseekers or similar) 

• At least 2 years’ experience in an administrative role in a small or similar 
organisation. 

• Proven numeracy skills, including the ability to handle cash accurately, and some 
experience of using bookkeeping software would be highly beneficial.  

• Good IT skills, especially in Microsoft Office programs. 
• Good social media skills. 
• Experience in driving administrative work forward independently and reliably 
• Knowledge of health and safety requirements, and previous experience of 

implementing good practice around health and safety. 
 
 
Personal Attributes 
 

1. Highly organised and methodical, quick to learn and take initiative and 
start/complete tasks with basic direction  

2. Excellent communication skills, including good customer care skills, exceptional 
telephone skills, as well as the ability to negotiate. Must be fluent in English.  

3. Proficient reporting skills and written ability; some ability to compile, analyse and 
summarise data for management and Board. 

4. Comfortable in fostering internal and external relations with diplomacy and 
solutions-orientated approaches  

5. Proactive in offering support; ability to work flexibly as a member of a team and 
willingness to perform a variety of jobs as requested. 

6. Happy contributing and supporting the Community Centre Manager and the MCC 
and MCH ’s aims in serving the local community of all ages and backgrounds  

 
MCC and MCH are firmly committed to tackling discrimination and promoting equality of 

opportunity and good community relations. 

Terms and Conditions 

This position is available until Dec 2022 (subject to funding)   
 

Application process 

• A cover letter outlining suitability and relevant experience for the role; and a 
detailed CV must be sent by email to vacancy@monasterevincommunitycentre.ie 

• The closing date for receipt of applications is 13:00, Friday 10th of December, 2021. 
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Selection process 

An Assessment Panel (the ‘Panel’) will be convened to consider and assess the 

applications received. 

 
Selection Methods  
The selection will include: 
 

• Shortlisting of candidates on the basis of the information contained in their 
application 

• A competitive  interview 
 
 
Shortlisting  
The number of applications received for a position generally exceeds that required to fill 
existing and future vacancies to the position. While a candidate may meet the eligibility 
requirements of the competition, if the numbers applying for the position are such that it 
would not be practical to interview everyone, the Panel may decide that a number only will 
be called to the next stage of the selection process. In this respect, the Panel   will invite 
candidates, based on an examination of the application forms; appear to be the most 
suitable for the position.  
This is not to suggest that other candidates are necessarily unsuitable or incapable of 
undertaking the job, rather that there are some candidates, who based on their application, 
appear to be better qualified and/or have more relevant experience.  
 The Panel will examine the application forms against agreed shortlisting criteria based on 
the requirements of the position. The shortlisting criteria may include both the essential and 
desirable criteria specified for the position. It is therefore in your own interest to provide a 
detailed and accurate account of your qualifications/ experience in your application.  
 
References  

It would be helpful it if you would start considering names of people who you feel 

would be suitable referees that we might consult (2 - 3 names and contact details). 

The referees do not have to include your current employer, but should be in a 

position to provide a reference for you. Please be assured that we will only collect 

the details and contact referees should you come under consideration after the 

interview stage. 

Confidentiality  

Subject to the provisions of the Freedom of Information Acts 2014, applications will 

be treated in strict confidence.  

All enquires, applications and all aspects of the proceedings are treated as strictly 

confidential and are not disclosed to anyone, outside those directly involved in that 

aspect of the process. MCC is fully compliant with all GDPR legislation.  
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Requests for Feedback  
Feedback in relation to the selection process is available by written request. There are no 
specific timeframes set for the provision of feedback. This feedback will only relate to the 
individual applicant. No reference will be made to the performance of another individual 
applicant.   
 
 
Candidates' Obligations  
Candidates in the recruitment process must not:  

• knowingly or recklessly provide false information  

• canvass any person with or without inducements  

• personate a candidate at any stage of the process  

• interfere with or compromise the process in any way  

• It is important to remember that this is a competitive process for a role where 

integrity is paramount. Sharing information on the selection process e.g. through 

social media or any other means, may result in you being disqualified from the 

competition. 

 

Deeming of candidature to be withdrawn  
Candidates who do not attend for interview or who do not, when requested, furnish such 
evidence regard to any matter relevant to their candidature, will have no further claim to 
consideration. Candidates are expected to provide all requested documentation to the 
Panel, within five days of request. Failure to do so will result in the candidate being deemed 
to have withdrawn from the competition and their candidature will receive no further 
consideration. 
 
General Data Protection Regulation (GDPR)  
The General Data Protection Regulation (GDPR) came into force on the 25th May 2018, 
replacing the existing data protection framework under the EU Data Protection Directive.  
When you submit an application for the advertised post, we create a computer record in 

your name. Information submitted with a job application is used in processing your 

application. 

All necessary precautions will be taken to ensure the security of your data. If you are 

successful in the recruitment and selection competition,  

 

Questions and Queries  

If you have any questions or require any clarification related to this call for expressions of 

interest, please email info@monasterevincommunitycentre.ie 
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TERMS AND CONDITIONS OF EMPLOYMENT  

General  

All persons employed will sign an appropriate contract, which will contain terms and conditions of 

the employment. 

 A job description is given to all applicants for employment and this will form part of the contract 

documentation.  

Place of Work  

The appointee’s place of work will be Monasterevin Community Centre and Monasterevin Council 

Hall. MCC reserves the right to require the post holder to work from any other location.  

Exclusivity of Service and Outside Work The person appointed will be required to devote his/her 

full-time attention and abilities to his/her duties during his/her working hours in MCC . 

Therefore, for as long as the successful applicant is working in the centre, he/she may not, without 

the prior written consent of MCC, be actively engaged or concerned in any way, either directly or 

indirectly, in any other business or undertaking where this is or is likely to be in conflict with the 

MCC’s interests or the performance of the duties that the person has been employed for. 

The appointee will not, during his/her tenure of office, undertake paid outside work unless he/she 

has received the permission of the  Board  to undertake such work on the terms and conditions as 

agreed for the particular undertaking in question. In every case, it is the duty of the appointee to 

seek in writing the prior permission of the Board. 

 It is also the duty, in every case, of the appointee to inform the person or body for whom the work 

is being undertaken, that the work is being conducted in a private capacity and that the centre 

cannot in any circumstances be responsible for such work.  

Probationary Period 

 All appointments are subject to satisfactory completion of a 6 month probationary period. The 

probationary period may be extended at the discretion MCC but will not in any case exceed 11 

months. Absences during the period of probation will extend the probationary period. Performance 

and conduct during the probationary period will be monitored through a process of assessment 

meetings.  

Termination of employment during the probationary period will be at the discretion the Board. 

 An abridged version of the disciplinary procedure will apply to employees on probation who have 

been employed by the centre for less than 12 months.  

Hours of Attendance Full time hours are 39 hours per week.  

The normal hours of duty are Monday – Friday, 8:45 to 17:15 with a 30 minute lunch break each day. 

However, the duties attaching to the position are such that the post holder may be required to work 

evenings/weekends on occasion to accommodate service needs. In regards to this required 

flexibility, it may be possible for the appointee to negotiate a change to the normal working hours. 

No overtime will be paid but “Time-Off-In-Lieu (TOIL)” will be allowed where the 39 hour week 

threshold is exceeded. MCC board reserves the right to adjust starting and finishing times or days of 

duty to meet service needs. 


