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Job Description
Job Title:
Programme Administrator – 21 hours
Reports to:
Manager
About South Dublin County Childcare Committee 

South Dublin County Childcare Committee (SDCCC) was established in 2002 to co-ordinate the development of the childcare infrastructure in South Dublin County and offers information and support to early years’ services, school age childcare services, childminders and parents to improve accessibility, affordability and quality of early years services in South Dublin County. 
SDCCC is funded by the Department of Children, Disability, and Equality, (DCDE) and acts as the local agent for DCDE in South Dublin County.
Primary Purpose of the Role
The Programme Administrator will play a key role in supporting SDCCC’s programme development team in implementing the annual Statement of Work (SOW) in collaboration with DCDE. The post holder will primarily provide administrative support for small grants programmes, training events, surveys, reports, and other programme-related activities. They may also provide general administrative assistance to the wider programme team as required. The Programme Administrator may also be required to undertake additional administrative-based actions as they arise under the LIP/SOW or by request from DCDE.
Core Duties and Responsibilities

1. Grants Administration
· Support the administration of small grant programmes including Parent & Toddler Grants, Learner Fund Bursaries, and CMDG.

· Process applications, track documentation, follow up with applicants, and maintain accurate records.

· Liaise with services and stakeholders as part of the grants process.

2. Programme and Training Administration
· Assist in the organisation and logistics of training events, workshops, and information sessions.

· Coordinate bookings, venue setup (online/in-person), materials preparation, and attendance records.

· Collate post-event evaluations and support reporting requirements.

3. Survey and Data Support
· Assist with the administration of sectoral surveys and focus groups.

· Collate and input data into SDCCC systems as required for reporting.

· Support the team in preparing summary reports from surveys and consultations.
4. Programme Support and Reporting
· Assist with maintaining accurate programme records in line with reporting requirements set out by DCDE.

· Support the team in collating inputs for quarterly and annual reports.

· Format and edit reports and communications to a high professional standard.

5. General Administrative Support
· Undertake additional administrative-based tasks that arise from time to time as part of the LIP/SOW, in line with the programme team's workplan and SDCCC’s obligations to DCDE.

· Provide administrative assistance to programme officers as required.

· Maintain filing systems (electronic and paper-based), coordinate printing and dispatch of materials.

· Participate in planning for the development and implementation of Statement of Work with the SDCCC staff team and board of management and prepare and present reports as directed.

Note: The above is not intended to be an exhaustive list of all the duties and responsibilities that fall within the role of Programme Administrator. Rather it is a higher-level overview of the key areas of work and the main areas of focus that are within the scope of the role. The Programme Administrator is expected to perform all other reasonable duties that fall within the scope of the role, and which are aligned with the annual plan of work for SDCCC.
Qualification Requirements

· A minimum of a recognised Level 6 qualification in administration, business, or a related field.

· Relevant experience in an administrative or project support role, ideally in a not-for-profit or public service setting.
Ongoing development of professional qualifications for the role is encouraged and supported by SDCCC.

Essential Competencies 
· Strong administrative and organisational skills, with attention to detail.

· Proven ability to manage multiple tasks and meet deadlines.

· Excellent IT skills, including proficiency in Microsoft Office (Excel, Word, Outlook, Teams).

· Effective written and verbal communication skills.

· Ability to work independently and as part of a team.

· Ability to work well under pressure, prioritize tasks effectively, and adapt to changing priorities in a dynamic environment.
· A mind-set that is positively orientated towards continuous professional improvement, and innovation.

· Strong ethical standards and a commitment to maintaining confidentiality, integrity, and child protection principles.
· Ability to work with flexibility to ongoing change in work practices including the working out of normal office hours as events can be held in the evenings or at weekends.

Desirable Competencies

· Experience in grants administration, events coordination, or survey management.
· Familiarity with the early learning and care sector or public sector programme delivery.

· Experience using CRM systems or funding portals.

· Familiarity with reporting requirements in publicly funded programmes.

Personal attributes:

· Commitment to the mission and values of SDCCC.

· A positive and professional attitude with a customer-service orientation.

· Highly motivated with a willingness to learn and adapt.

· Strong team player with a collaborative approach to problem-solving.
Practical Requirements

· Access to a car and full clean driver’s license to travel to services.
Nature of Employment:

Contract: Contracted to the South Dublin City Childcare Committee CLG on a fixed term contract (3-day week, 21 hours) to 31st December 2025 (All contracts are subject to funding)

Hours of Work: Mon-Fri (3 normal working days to be agreed), 9.00am-5.00pm with evening/weekend work on occasions forming part of a 21-hr week. (Flexibility will be required. Time off in lieu will be offered for hours worked outside of normal working hours in line with SDCCC staff handbook and SDCCC Policies.

Annual Leave - 26 days annually.  This leave is based on a 5-day week and is exclusive of public holidays.  Pro-rated (15.5 days per annum based on 21-hour week).
Pension: SDCCC currently offers an employer pension contribution scheme, which staff may avail of following 12 months of service. In addition, from 2025, Ireland will introduce a national Automatic Enrolment Retirement Savings System. Staff not already enrolled in a pension scheme, who meet eligibility criteria (age 23–60 and annual earnings over €20,000), may be automatically enrolled in this State-supported scheme. This may apply in parallel with or as an alternative to SDCCC’s internal pension arrangements, subject to individual eligibility and government rollout timelines.
Health: Candidates shall be in a state of health such as would indicate a reasonable prospect of ability to render regular & efficient service. 

Garda Vetting: The successful candidate may be required to be Garda Vetted.

Location: Current Office location is C6 Clondalkin Civic Offices Ninth Lock Road Clondalkin, Dublin 22, D22 E9X5. Office holder will be required to operate from the office location which is subject to change. Hybrid working forms part of SDCCC’s policies and procedures.
Salary: Aligned to Local authority operative scale, Grade 4: Assistant Staff Officer
__________________________________________________________________________________

Page 1 of 4

[image: image1.jpg]