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Temporary Clerical Officer (Portlaoise)
The LEGAL AID BOARD is an independent state agency which provides legal aid and advice in civil cases to persons of modest means at little cost. The Board’s mission is to “facilitate the effective resolution of civil disputes through the delivery of efficient and accessible legal aid and mediation services and to effectively manage and administer the State’s criminal legal aid schemes.”

Applications are invited for the position of Temporary Clerical Officer in the Portlaoise Law Centre.  Following a competition, a Panel will be established from which temporary positions will be filled in the 12 months following the Panel’s establishment. 
The salary for a Clerical Officer ranges from €451.74 to €713.00 gross per week via 14 annual increments (which are subject to satisfactory service). Two long service increments, payable after a further 3 and 6 years, bring the salary scale to €738.07 gross per week and €749.56 gross per week. The Board offers extensive opportunities for further training, and there are opportunities for advancement within the Board. 

Applicants must have:
•
the ability to be methodical and careful in your work
•
good organisational skills 

•
good literacy and number skills 

•
good communication skills, both written and verbal 

•
the ability to work well as part of large and small teams 

•
a commitment to maintaining the highest possible level of customer service 

•
knowledge of and competency in the use of relevant IT applications (Word,

Excel, Powerpoint, Lotus Notes) 

•
the ability to type effectively is important in the Legal Aid Board, 

Dictaphone typing will be a particular advantage. 
Further information, including an application form, is available on the Board’s website www.legalaidboard.ie.To apply please email a completed application form and CV with cover letter to 

e-mail: recruitment @legalaidboard.ie

Closing date for receipt of applications is
Wednesday 21st August 2019 at 4pm.
THE LEGAL AID BOARD IS AN EQUAL OPPORTUNITIES EMPLOYER
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