Job Title:  Part-time Constituency Affairs Worker
Responsible to: Chair of Comhairle Ceantar
Key tasks of the Constituency Affairs Worker will include:

·         To provide ongoing administrative support to the Senator’s office including ensuring all correspondence and queries are promptly responded to, passed to the appropriate elected representative and dealt with in the strictest confidence 
·         To provide information and advice to individuals who contact the office on a range of issues e.g. housing, health, financial and other social issues 
·         To develop and maintain an appropriate database and filing system for recording affairs
·         To represent the Senator at meetings with constituents and to conduct representation on behalf of the Senator with local authorities, social welfare offices and other agencies 
·         To manage the Senator’s diary in conjunction with the PA based in Leinster House. 
·         To liaise with other local elected representatives, keeping them informed on issues which the Senator raises in the Dáil 
·         To work with the PA based in Leinster House to ensure issues of concern are raised in the appropriate forum
·         To work with the Senator to ensure that the Senator’s work in Leinster House is communicated to the electorate and to the local media 
·         To work with others within the locality in rolling out of campaigns 
·         To provide administrative and\or other assistance as required (under the direction of the Comhairle or Dáil Ceantair) to assist the continuing work and development of all local structures within the area
·         To liaise with the PA based in Leinster House on issues and to monitor and process responses
·         To liaise with the party at a national level on behalf of the Senator, to ensure the dissemination of relevant information etc. to local structures.
·         To assist the Senator in developing links with other progressive individuals and organisations within the area
·         To log information on calls received, maintaining detailed and accurate records, refer to appropriate personnel e.g. pass to relevant elected representative	
·         The above is not intended to be a comprehensive list of the duties but to outline the main areas of responsibilities of the post.
 
Skills required for this job.
Appropriate secretarial and IT skills\qualifications and\or minimum 2 years experience within an office environment (office management experience preferred)
Strong management and organisational skills 
Excellent written and verbal communication skills
Ability to work on own initiative
Professional competency in Irish 
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