
 

DCU Institute of Education 

Assistant Faculty Manager (Grade VI) 

Permanent 

Introduction 

The DCU Institute of Education is the newest faculty of Dublin City University. Established in 2016 as 

Ireland’s first university faculty of education, it has a staff of more than 140 full-time academics, an 

administrative team of 28 and a student body in excess of 4,000. The Institute brings together 

students of education across all sectors from early childhood, to primary and post-primary and further 

and higher education. As well as providing a range of undergraduate programmes in education, the 

Institute offers a rich menu of taught and research-based post-graduate programmes at doctoral, 

masters, diploma and certificate levels. 

Assistant Faculty Manager 

The Institute is seeking to recruit a permanent Assistant Faculty Manager. This position is located 

within the Faculty Office and is a key administrative management and leadership role.  

The Assistant Faculty Manager (AFM) reports to the Faculty Manager and is responsible for 

administrative leadership in relation to the effective and efficient delivery of research and taught 

programmes. The AFM supports the Faculty Manager in establishing appropriate and rigorous 

regulatory structures and is expected to make a significant contribution to the attainment of the 

faculty’s strategic objectives. 

Duties and Responsibilities  

The duties attached to this post include, but are not limited to, the following: 

 Lead and manage a team of administrative staff to ensure delivery of core operational 

objectives 

 Devise, implement and monitor quality assurance mechanisms to ensure the accuracy, 

completeness and integrity of processes within the Faculty, of data maintained by the Faculty 

and/or provided by the Faculty to central units 

 Manage secretariat provision to the Faculty Teaching and Learning Committee and, in 

conjunction with relevant academic and administrative staff, manage and coordinate faculty-

based administrative support in respect of the committee’s activities, liaising with central 

offices as appropriate 

 Manage secretariat provision to the Faculty Research Committee and other related 

committees and, in conjunction with relevant academic and administrative staff, manage and 



coordinate faculty-based administrative support in respect of the committee’s activities, 

liaising with central offices as appropriate 

 Contribute significantly to the Faculty administrative management team and to the on-going 

enhancement and development of the Faculty administrative framework 

 Working with relevant units across the University, monitor and review systems which support 

faculty activities to identify quality enhancements 

 Assume responsibility for the management of specific projects, as directed by the Faculty 

Manager 

 Represent the Faculty at university-level 

 Develop and maintain a high level of awareness of, and familiarity with, policy and other 

developments within the HE and other sectors, in so far as these may impact on the Faculty, 

and faculty administration in particular 

 Liaise with senior personnel in external bodies such as the Teaching Council, funding 

agencies, other HEIs 

Person Specification 

Candidates should hold an honours degree and must be able to demonstrate a track record of 

achievement in administration management. A minimum of five years relevant experience is required. 

S/he must be capable of exercising judgement and making decisions on a range of administrative 

matters and should have the ability to identify and implement solutions to complex problems. 

Excellent organisational, influencing, communication and management skills are essential. The 

successful candidate should be able to demonstrate strong staff management skills and show 

leadership potential. A proven track record in the areas of systems and process development would 

be advantageous, as would project management experience. 

Salary scale: *€51,992 -€73,828 per annum 

*Appointments will be commensurate with qualifications and experience, and will be made on the 

appropriate point of the Assistant Faculty Manager (Administrator 1-Grade VI) salary scale, in line 

with current Government pay policy.   

 

Closing Date: 29th November 2018 

Informal enquiries 

Informal enquiries may be addressed to Maeve.Fitzpatrick@dcu.ie. Please do not send applications 

to this email address, instead apply as described below. 

Application Procedure 

Application forms are available from the DCU Current Vacancies (open Competitions) website at 

http://www.dcu.ie/vacancies/current.shtml and also from the Human Resources Department, Dublin 

City University, Dublin 9. Tel: +353 (0) 1 700 5149 

mailto:Maeve.Fitzpatrick@dcu.ie


Applications should be submitted by email to hr.applications@dcu.ie or by Fax: +353 (0)1 700 5500 or 

by post to the Human Resources Department, Dublin City University, Dublin 9 

Please clearly state the role you are applying for in your application and email subject line:  

Job Ref #1048: Assistant Faculty Manager Grade VI 

Dublin City University is an equal opportunities employer 


