Post an Fheidhmeannaigh Oibriuchain
REIMSI EILE: Riarachain & Gné Scoile N

A Riachtanais Riachtanach:
Ni mér don Feidhmeannach Riarachain na scileanna seo a leanas a bheith acu.

Cailliochtai Céim trid leibhéal (NFQ leibhéal a 7 n6 nios mo)

Taithi 3 x bliain ar a laghad de thaithi ag obair sa réimse

Riomhairi Ard scileanna iisaideora thar pacaiste Microsoft Office iomlén.

Gaeilge Nimér d'iarrathéiri Gaeilge liofa a bheith ar a gcumas acu -T.E.G. Leibhéal C.1 (Ard-caighdeén scriofa +
Airgeadas Taithi ag bainistid buiséid agus ag feidhmi( laistigh de theorainn an bhuiséid sin

Rudai eile Ni mor lan-cheadinas glan a bheith ag iarrath6iri

Ni mor d'iarrath6iri a modh iompair féin a bheith acu

Modh cumarsaide teileafin béasach agus gairmidil
Pearsantacht A bheith an-abalta agus sothlibtha mar dhuine

Pearsantacht cairdidil le cumas cruthaithe ag obair mar chuid d'fhoireann
B Riachtanais Inmhianaithe:
Pearsantacht Ceannaire laidir le scileanna cumarsaide idirphearsanta den scoth

Go maith ag bainistid brd le cumas cruthaithe in eagriichdin, i mbainistiocht ualach oibre pearsanta
agus cumas rudai a chur in 6ird tosaiochta de réir tabhachta nuair is ga

Scileanna cumarsaide - soléir/gonta/éifeachtach
Scileanna eile: Taithi i margaiochta agus i mbolscaireacht tairgi
Taithi ag usaid an clar '‘Campain Monitor'
Bainistil bra éifeachtach ag obair i dtimpeallacht le hualach oibre trom

Bheadh taithi éigin le heachtrai Uisce inmhianaithe

Operations Executive

ADD. RESPONSIBILITIES: Administration & School Groups

A Essential Requirements:

The Administration Executive should possess the following skills / attributes;

Cailliochtai Arelevant third level degree (NFQ Level 7 +) (e.g.Gaeilge, Business,)

Taithi Minimum of 3 years relevant experience

Riomhairi Advanced Computer skills across all Microsoft Office

Gaeilge Must be fluent as Gaeilge - T.E.G. Leibhéal C.1 (Ard-caighdean scriofa + labharta)

Airgeadas Have experience in management of finances and operating within budgets.



Rudai eile

Pearsantacht

B

Pearsantacht

Scileanna eile:

2 Cur sios & Dualgaisi
TEIDEAL AN PHOST:
REIMSI EILE:

Freagrachtai
A

Must hold a full, clean license

Must have own transport

Professional, courteous phone manner.
High degree of personal flexibility.

Friendly, outgoing personality with a proven track record working in a team environme

Desirable Requirements:
Be a strong Team Leader with excellent interpersonal skills

Good at stress management with a proven ability to prioritize, organize and manage
vour own work load

Communication Skills — clear/concise/effective

Marketing and Promotional experience / expertise

Have experience using Campaign Monitor

Effective stress management in working in a high workload environment

Some experience of water sports desirable.

Post an Fheidhmeannaigh Oibritchain

Riarachain & Gné Scoile

Cur sios ar an bpost

Priomh-aidhm an r6il seo na cinntidi go bhfuil riachtanais na ngriipai a solathair agus go bhfuil
sasamh an chustaiméara bainte amach

Ta an feidhmeannach seo freagrach as riarachan, eagriichan agus L6istiocht na gciirsai do gach griipa a
thagann ar cuairt ag an ionad

Mar chuid den phost seo beidh ar an bhfeidhmeannach féilire tréimhse eachtraiochta UISCE a lionadh
trid teagmhail a dhéanamh le griipa 6ige nua, scoileanna nua agus trid f6insi gno eile a lorg

Réimsi Specificidla

Beidh an té ata ag feidhmil sa phost seo freagrach as na réimsi seo i leannas;-



Bainisteoir Ghno Turais Scoile

Bainistidi agus eagrlichan ar chur in airithe na scoileanna ar fad:

Gaelscoileanna

Gripai idirbhliana

Gripai 3d leibhéil

Seirbhis chustaiméara- feidhmit mar aisitheoir do na gripai

Fadhbanna custaiméara a réiteach go dearfach, tapaidh agus go héifeachtach nuairis ga
Bainisteoir Dualgais ar fail (lan-cheadiinas glan ag teastail)

A bheith ar fail (ar bhonn réta) chun daoine a thabhairt go dti an doctdir n6 ospidéal mas ga
Freagrach as cur san aireamh aiteanna do gach seachtain sa bhféilire

BainistiG achmhainni daonna / Meantbireacht

BainistiGi na hachmhainni daonna a ghabhann le foireann Eachtrai UISCE

Rota comhlachta a dhéanamh amach agus bainistid éifeachtach de bhuiséad de €400,00
Cinntid go bhfuil an réta agus buiséad pa a bhainistid go héifeachtach.

Earcaiocht

Cabhri le hullmhichan agus cur I gcrioch aon fheachtais earcaiochta d'aon fholdntais a thiocfaidh
anios sa chomlacht

Freagrach d'earcaiocht d'fhoireann na neachtrai

Freagrach d'earcaiocht d'fhoireann maoirseoireachta do shéasir an tSamhraidh
Freagrach d'earcaiocht do theagascéiri ar chonradh don séasir eachtraiochta
Margaiocht & Diolachdin

Plean margaiochta séasir na ngripai a bhaint amach

Feachtais margaiochta a seoladh chun griipai scoile/ollscoile a mhealladh agus griipai a thaining
cheanna a mhealladh ar ais

DulIngleic le ceisteanna 6 daoine ag l&iriti suime I gciirsai agus ag tabhairt praghasanna luaite do
ghripai agus custaiméarai leo féin

Usaid éifeachtach de shuiomh UISCE mar uirlis margaiochta

Riarachain - An Cholaiste

Tacaiocht a thabhairt don bhainisteoir oideachais le n-ullmhichan roimh na cirsai

Freagracht ar leith do bhriseadh suas na mac l&inn ina ranganna céir agus gripai ag tis gach clirsa
Clair ama (r6tanna), riarachdin agus clair ama

Ginntid go ndéantar comhfhreagras go cruinn agus in am

Feidhmil mar thacaiocht don riinai nuairis ga

Tacaiocht a thabhairt don na Priomh teagascéiri maidir le riachtanais laethil an chomhlachta



Cumarsaid le Ranna Oifigila

Irish Sailing Association

Irish Canoe Union

Irish Surfing Association

Traenail

Cabhri le cirsai traenala don bhfoireann

Forbairt gn6 agus bainistid togra

Beidh ar an bhfeidhmeannach cabhri le agus péirt a ghlacadh I dtdgrai 6 am go ham nuairis ga
Airgeadas

Buiséid a bhaineann leis an réta a bhainistid

Teacht isteach agus caiteachas 6 ghripai scoile/ollscoile a bhainistid
focafocht a eagrii d'fhoireann na nEachtraf, na Maoirseoiri agus na gCinniri
Buiséad margaiocht na ngripai ollscoile/scoile a choimead

Ilchinealach

Aon tascanna eile a bheidh de dhith 6 bainistiocht UISCE, go hairithe i rith séas(ir an tSamhraidh

2 ]Job Description & General Duties
JOB TITLE: Operations Executive

ADD. RESPONSIBILITIES:  Administration & School Groups

A General Description of Position

The primary aim of this position is to ensure that the needs of all groups are fully met and that
customer satisfaction is maximized.

The Schools & Groups Executive Administrator is responsible for the administration, logistics &
organization of courses for all groups coming to visit the centre.

This role involves filling the UISCE Adventure season calendar by making contact with new schools /
youth groups, sourcing new business.



B
DUTIES:

Management, organization of all school bookings:

Gaelscoileanna

Transition Year groups

Third level groups

Customer care - acting as Hostess to groups

Problem-solving - pro-actively solving customer issues when necessary

On-call Duty Manager (full, clean driving license required)

Available (on a rota basis) to bring people to the local doctor / hospital

Responsible for securing bookings for every week of the season calendar.

Human Resource Management (HRM)

HR management of Activity staff

Make out the company rota - Responsible for effective management of e:00,000 budget
To ensure the company's rota and wages budget are being managed effectively.
Recruitment

Assist in the preparation and implementation of recruitment campaigns for any
positions which may arise within the company

Responsible for the recruitment of the Activities staff.
Responsible for the recruitment of the Supervisory staff for the summer season.

Responsible for the recruitment of Free-lance instructors for the Adventure season
calendar

Marketing & Sales

To fulfill the Annual Marketing Plan for the UISCE groups season

Conduct Marketing campaigns to target new, existing school/college groups.

Dealing with queries from potential customers, providing quotes for groups / individuals.

Effective use of the UISCE website as a marketing tool.



Administration - An Cholaiste
Provide support to the Education Manager with pre-course preparation

Particular responsibity for the division of students into their correct classes and groups at the start of
each course

Rotas, administration and timetables

To ensure all correspondence is accurate and timely.

Actin a supporting role to the Rinai when necessary.

To support the Senior Instructors in the day to day requirements of the company.

To support the Priomhoide (college Principal) in the day to day running / requirements of the Gaeltacht
summer college. Tacaiocht a thabhairt do Phriomhoide an Cholaiste 6 La go la agus cuidid le
riachtanais Cholaiste Gaeltachta an tSamhraidh

Dealing with official Departments

Irish Sailing Association

Irish Canoe Union

Irish Surfing Association

Training

Help with the organization of staff training courses

Business Development & Project Management

The Administration Executive will be required to take participate in / contribute to
projects when deemed necessary.

Finance

Manage budgets associated with the position
Company rota

Income & expenditure - school / college groups
Pay - Activities staff, night supervisors, prefects etc.
Marketing budget - school / college groups

Misc

Any other tasks as deemed necessary by UISCE management, particularly during
the Summer months



