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 An Roinn Coimirce Sóisialaí

Vacancy Form

Please complete all fields in block capitals

Fields marked * must be completed.

Employer Details


	Employer Name *

Solutions Recruitment Ltd
	

	Full Postal Address *

PRINCES QUAY HOUSE

 15 PRINCES STREET

TRALEE

CO. KERRY



	Mainline Telephone no. *0667129579

(Must be a landline/please include area codes)
	Company Fax No.0667129585

(Please include area codes)

	Email address  : bptimothy@tocaccountants.ie

brendan@solutionsrecruitment.ie


	Description of Business: Electrical Contractor 



	Main Contact Person * BRENDAN TIMOTHY

(First name, last name and title if appropriate)

	Telephone no.  0667129579

(If different from above) 
	Fax no. 0667129585

(If different from above)

	Email address: brendan@solutionsrecruitment.ie

	



Vacancy Details

	Job Title:   Accounts Assistant / Administrator 


	Accounts Assistant  / Administrator required part time in Kerry
Processing invoices 
Reconciling accounts with supplier statements
Scheduling payments to suppliers
General Administration & Secretarial 
The Person: 
Previous experience in a similar role
A very organised person
Good attention to details
Good communicator internally, with suppliers and Customers 
Experience in Google drive an advantage though not essential 
Would suit a person looking for three hours per day approx working from home 
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No. of years of experience required       2+                    No. of Positions * 1+ 




	
Please check this box if Temp Position           



	3 hours per day 

	Hrs/wk * 15 approx plus more at month end 

	Daily hrs 3

	Start date for job   ASAP
	End date for job (if temporary) OPEN


	Min salary. €13 approx DOE

	Max salary. 

	

	Specific Job Location                 CO. KERRY
(If different from company address)



	How to apply *

Email?    X                   Fax?   X                   Phone?                        Postal CV?      

Email to: brendan@solutionsrecruitment.ie


	Other application arrangements

(E.g. mobile telephone number, suitable call times etc)



	How long would you like to advertise your vacancy? *

     1 Week                         2 Weeks                          3 Weeks                        4 Weeks         X

If your vacancy is still open after the period specified above, simply telephone us and we will extend the closing date immediately.


Contact Centre staff may contact you for more detail if necessary.
Please note the following: -

Your vacancy will appear on the JobsIreland website within 1 working day of our receiving this form.  Please correct any errors immediately by phoning 1800 611 116 Outside of ROI  00 353 46 9738000.

NB: It is most important that positions which have been filled are removed from public displays.  We ask that you  remove advertisements form us immediately if you no longer wish to receive applications for this vacancy. This is so that we can remove it 
Tel: 1800 611 116          Fax: 046 9738017          Email: jobsireland@fas.ie    Website:  www.welfare.ie
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