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ADMINISTRATION OFFICER

Gateway is a member and peer led social support organisation for people with self-experience of recovery and mental health issues. We work to promote positive mental health, recovery and social inclusion in the community of Rathmines and Dublin South city. Gateway was founded upon community development principles of participation, empowerment, collective action and equality. Gateway is supported by a Management Committee and is part of Mental Health Ireland’s network of organisations.

The Position & Person
The Administration Officer will work as part of a team, supporting the day to day operations, communications and administration of Gateway which is peer led community resource for people with self-experience of mental health and recovery.  They will work directly with the Gateway team and members to support operations and progress the strategic aims of the organisation in accordance with community development values and the policies and practices of the organisation.  The Administration Officer will have at least two years’ experience in administration or office management and a recognised qualification in office administration or a related discipline would be an advantage.  Expertise resulting from lived experience of mental health challenges and knowledge of community development practices are also highly desirable. 
Full job specification is available here:  http://www.mentalhealthireland.ie/recruitment/

The Administration Officer will be based in Rathmines, Dublin 6. The position is a Fixed Term Contract on flexible working hours, you may occasionally be required to work weekends or evenings which is in accordance with the Code of Practice on Part Time Work. The contract will be for one year fixed term, subject to Garda Vetting and will include a probationary period.  The full time equivalent salary will be aligned to HSE Clerical Officer Grade €22,892 (point 1) to €33,856 (point 12), based on a 37 hour week (rates are effective 1st April 2017). The actual salary will reflect 22.5 working hours per week and will be commensurate with qualifications and experience.


Application Process:
Applications by CV and cover letter to be submitted by email to: recruitment@mentalhealthireland.ie 
Mental Health Ireland,
Second Floor Marina House,
11-13 Clarence Street,
Dun Laoghaire,
Co. Dublin,
A96 E289
Tel 01-284 1166
Shortlisting will apply. 
For informal enquiries contact:
Fionn Fitzpatrick, Gateway Coordinator, Gateway Mental Health Project. 
Email: fionn@gatewaymha.com Tel: 01-4977005 or 085-7521220
For more information on Gateway see http://projectgateway.blogspot.ie/ 
[bookmark: _Hlk72483074][bookmark: _Hlk72483087]Closing date for applications is Friday 4th June 2021 at midday. Please be advised that interviews will take place the following week starting from Tuesday 8th June.

Please ensure to include Job Reference Number 2021 – 017 in your letter of application amd CV

Mental Health Ireland is an equal opportunities employer.


Closing date: Friday 4th June 2021 at midday. Any applications received after this time will not be considered.
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