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ATHY COMMUNITY ENTERPRISE COMPANY LTD.

PROJECT ASSISTANT

JOB SPECIFICATION

1.  Position

 The position is whole time, with a 3 year contract period subject to receipt of  

 grant funding.

2.  Salary

      Year 1 - €35,831, Year 2 - €37,411, Year 3 - €39,548.

3.  Probation

      After appointment there shall be a 6 month probationary period.

4.  Duties

      Duties are as follows:-

· Preparation of associated records and accounts for the Interreg Project. 

· Ensuring compliance with E.U. requirements. 

· Managing and collating information as well as administering to meeting and minute taking. 

· Providing organisation support to and liaising with the 4 project partners.

· Consulting, motivating and liaising with external bodies, i.e. Private Sector, Businesses,      Chamber of Council, ShopAthy, Tidy Towns, Residents Association and Community Sector.

· Provide support to the Project Manager and any other duties so assigned.

· Ensuring systems control and other duties as assigned by the Board.

5.  Recruitment

      Selection of candidates for appointment shall be by means of a competitive interview.
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6.  References/Documentary Evidence

      Each candidate will be required to submit as references the names and addresses 

      of three responsible persons to whom he/she is well known but not related. 

      Candidates will be required to submit documentary evidence to the Board in 

      support of their application. 

The Board shall require a person to whom an appointment is offered to take up such appointments         within a period of not more than one month and if they fail to take up the appointment, the Board in   its absolute discretion may determine, that it shall not appoint that candidate. 

7.   Residence

  Holders of the office shall reside in the district in which their duties are to be preformed 

  or within a reasonable distance. 

8. Pension

  Athy Community Enterprise Company Ltd. Wishes to inform you tat it has PRSA 

  facilities available and that all employees are encouraged to avail of this facility.

9.   Character 

  Candidates shall be of good character. 

10. Health

Candidates must be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service and must undergo medical prior to appointment.

11. Education, Experience Requirements etc. 

Candidates shall:-

· Having obtained a Leaving Certificate (or equivalent) have at least 2 years relevant administrative experience.

· Having satisfactory relevant experience, which encompasses the skills/criteria set out below.
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12. Job Criteria

· Candidates shall have a good working knowledge if issues relating to Athy and its environs. 

· Practical working knowledge and involvement with community groups, 

· committees and agencies active in the town. 

· Demonstrable ability to consult and motivate groups to produce a 

· working synergy for the towns image.

· Financial reporting and record keeping skills. 

· Ability to work with and alongside the Project Steering Committee. 

· Good operational knowledge of Local Authority structures and workings.

· Ability to work with external agencies and peer groups.

· Meetings administration skills. 

· The provision of administrative skill to the project co-ordinator in the 

· production of a working tool-kit for the Athy re-image project. 

· Ability to develop and enhance cross border links with Welsh Partners.

· Enthusiastic and energetic attitude to work will be essential. 

N.B.         Only candidates who fit all of the above criteria as per C.V. will be 

called for interview.

13. Driving Licence 

The Successful applicant will be required to hold a valid licence and provide their 

own means of transport for attendance at meetings and other events. 

14. Hours of Work

The hours of work will be form 9.00 a.m. to 5.00 p.m., Mondays to Fridays with 

flexibility when required.  You may be required to work overtime (or time in lieu) 

from time to time. 
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