30 April 2026


Social and Health Education Project CLG

Job Description
Programme Administrator (p-t)
Job Title: 
Programme Administrator (part-time)
Reporting to: 
Senior Training and Development Officer 
Liaising:
S/he will liaise closely with all staff/personnel, including all Programme Coordinators, as appropriate.

Given the very strong support the Programme Administrator will give to the Training and Development Programme in particular, the Programme Administrator will be a member of and will be supported by the Training and Development Team.

Location: 
The Programme Administrator will be based at the SHEP Training Centre in Ardfoyle, Ballintemple, Cork. This is a largely on-site role.
Salary:
The salary for this position will be based on the SHEP B scale, with the successful candidate starting on point 1-4 of the scale, depending on experience:
[image: image1.emf]60% Equivalent Based on (Fulltime)

Point 1 20,821                         34,701

Point 2 22,168                         36,947

Point 3 22,709                         37,848

Point 4 24,076                         40,126


Hours:
Five mornings per week (or three full working days), or equivalent (60% of a normal working week). We are flexible about the working hours and the normal working hours can be negotiated.
Job Summary
To the oversee SHEP’s engagement with people who connect with us – and to ensure that experience is as positive as possible; to  provide administrative support to the delivery of SHEP’s work and to the SHEP Training Programme in  particular: to oversee SHEP’s Community Employment Programme; and to oversee the management of the Training Centre so that it is a safe and comfortable space for all who use it; and to  represent SHEP as appropriate.
Specific responsibilities

The Programme Administrator Officer will be responsible for the following: 
· Coordination and oversight of CE scheme
To provide all necessary support and supervision to members of the SHEP CE scheme (unless they are placed in a specific programme, such as Finance or the LTI); to liaise with Childhood Matters, as appropriate; 

· Administration support for SHEP’s work, in particular for the TDS programme
To provide support with regard to all queries and signposting; to ensure that all phone queries (including queries for  Counselling support) are handled well; to ensure that applications for courses are managed appropriately; to ensure that Mindaclient is optimised for dealing with our participants;  to provide support as appropriate with the booking of external venues; and to support the organisation of specific events in the TDS programme (such as Cork Certificates Event); and
· Head Office & Training Centre Management 
To oversee the management of the Training Centre so that it is a safe and comfortable space for all who use it including: oversight of cleaning; electricity usage; closing of office; weather warnings (including for participants); liaison with OLA sisters as appropriate; identifying essential repairs ensuring that maintenance issues are attended to; ensuring the  Training Rooms and other rooms are kept in good order; ensuring that the SHEP Library is kept in good order.
· Health & Safety

Including preparation and renewal of all safety statements; regular monitoring and checking (including documenting these etc); conducting fire drills; and ensuring all necessary training is organised for staff  (and properly documented); insuring all persons in the building including visitors are properly signed in and out; insuring access is available at reception to all Health and Safety documents.
· General Admin
Oversight of mobile phones; ordering of general stationery;  overseeing storage etc. 
· Data Protection

The Programme Administrator will be SHEP’s Data Protection Officer; overseeing the implementation of SHEP’s data protection policy; oversee the safe destruction of paper documents.

· Representation

The Programme Administrator will from time to time represent SHEP at network gatherings and events; time permitting,  the Programme Administrator will represent SHEP on the Cork City PPN.
	This Job Description is not intended to be a comprehensive list of all duties involved and consequently, the post holder may be required to perform other duties as appropriate to the post which may be assigned to him/her from time to time and to contribute to the development of the post while in office. This job description will also be subject to regular review through the Project’s system of Personal Professional Review
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