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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 *

Brendan Timothy 
	

	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  : brendan@solutionsrecruitment.ie



	Description of Business: Health technology 




	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 * Project Coordinator 

	Role:

The Project Coordinator will support the Account Managers and Project Implementation Managers by providing administrative support on various projects. Duties include assisting with the successful delivery of projects and client implementations, coordinating schedules and reporting on client engagement metrics.

Wanted for immediate start. Remote work in the medium term, with hybrid working thereafter.

Responsibilities:
Supporting the Clinical Content Manager in the management of the clinical content library. This will include co-ordination, and post-production support.
Supporting the key Account Managers in the implementation and rollout of several projects.
Attending and contributing to team meetings.
Writing reports, including monthly reports on client engagement metrics.
Coordinating and managing bookings between clients and personal trainers.
Deliver the highest standards of customer service to clients.
Report progress as required against project deliverables.
Ensure a strong quality culture and performance in the execution of Company projects.
Attending and contributing to team meetings.
Any other duty that may be reasonably added to or substituted for the above.
Experience Required:
Degree in Business or equivalent.
2 years + experience working in a similar role.
Excellent oral and written communications skills both in person and via phone/web.
Strong attention to detail.
Excellent organisation skills.
An understanding of project management methodologies is desirable.
Experience in working in cross functional teams.
Excellent analytical and problem-solving abilities.
Strong Microsoft Excel skills (managing worksheets, formatting cells, basic formulation)
Working experience of Microsoft Office, in particular Word, PowerPoint and Excel.
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No. of years of experience required       1+                    No. of Positions * 1+ 




	
Please check this box if Temp Position           



	Days/wk  5 


	Hrs/wk * 39 +


	Daily hrs 8

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


	Min salary. Good salary 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
Doc: NCC01
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