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Willowbrook, Coleraine 





Applications are invited for the below position in our innovative development of supported housing for 9 people with a learning disability and 3 people with a physical disability.





Temporary Clerical Officer 


A2 salary scale, £15,766 - £18,235 per annum, (based on 32.5 hours) pro rata 


10 hours per week





To provide clerical, administrative and financial support for the functioning of the home, as required in a manner in keeping with the Christian ethos of the Presbyterian Church in Ireland.





Essential Criteria:


Educated to GCSE level with at least Grade C in English Language or equivalent


OCR (RSA) Stage II Word Processing or equivalent in competence or qualifications  


Minimum of one year’s office experience


Previous experience of book keeping and cash handling


Experience of Microsoft based products, including Excel, or equivalent


Experience of computerised spreadsheets


Experience of word-processing 


Willingness to work additional hours to fulfil the requirements of the position


Willingness to work within the Christian ethos of the Presbyterian Council for Social Witness 








Application packs are available for download under “PCI jobs” at � HYPERLINK "http://www.presbyterianireland.org/jobs" �http://www.presbyterianireland.org/jobs�


(Or by email � HYPERLINK "mailto:personnel@presbyterianireland.org" �personnel@presbyterianireland.org�)








 Closing date for all applications is 4pm on 03 September 2021





We are an Equal Opportunities Employer








