
 
 

Graduate Studies Project Officer 
Professional 4 

Graduate Studies Office 
11 Month Fixed Term Contract 

 
Dublin City University 
 
Dublin City University (DCU) is a leading innova�ve European University. It is proud to be one of the 
world’s leading Young Universi�es and is among the world’s top 2% globally. DCU is known as Ireland’s 
University of Impact, with a mission to ‘transform lives and socie�es’ and focuses on addressing global 
challenges in collabora�on with key na�onal and interna�onal partners and stakeholders.  
 
DCU has over 20,000 students in five facul�es spread across three academic campuses in the 
Glasnevin-Drumcondra area of North Dublin. Thanks to its innova�ve approach to teaching and 
learning, the University offers a ‘transforma�ve student experience’ that helps to develop highly 
sought-a�er graduates. DCU is currently No. 1 in Ireland for Graduate Employment Rate, and for 
graduate income (CSO).  
 
DCU is a research-intensive University and is home to a number of SFI-funded Research Centres. The 
University par�cipates in a range of European and interna�onal research partnerships. DCU is also the 
leading Irish university in the area of technology transfer as reflected by licensing of intellectual 
property. 
 
As a ‘People First’ ins�tu�on, DCU is commited to Equality, Diversity and Inclusion - a University that 
helps staff and students to thrive. The University is a leader in terms of its work to increase access to 
educa�on and is placed in the world’s Top 10 for reducing inequali�es in the Times Higher Educa�on 
Impact Rankings. 
 
Overview of the department  

Led by the Dean of Graduate Studies, the DCU Graduate Studies Office directs development of all 
aspects of graduate education in the University. Graduate studies are central to our teaching, learning 
and research mission. The University hosts approximately 900 research students. Our external 
engagements with enterprise and wider academia are manifest through activities at graduate level 
nationally and internationally. Our research profile is significantly contributed to by the work of 
research students, and our national and international standing is influenced by the perception of our 
postgraduate offerings and experience.  



The remit of the Graduate Studies Office include coordinating and facilitating research student 
support and development, working with Schools and Faculties to develop the University’s policies in 
relation to best practice in research degrees and in research supervision, coordinating processes and 
supports relevant to graduate students, representing graduate student interests in decision-making 
internally and on appropriate external bodies, representing DCU at appropriate national and 
international fora, implementing inter-institutional initiatives relating to graduate education, 
administering scholarships and payments for research students and providing orientation, advice and 
training opportunities for students and staff. 
 
The Role 

The role of Graduate Studies Project Officer will report directly to the Dean of Graduate Studies and 
the Graduate Studies Manager. The post-holder will be accountable for the provision of professional 
support func�on for the Graduate Studies Office (GSO) and others involved in graduate research across 
the University. The person appointed is expected to make a significant contribu�on to units strategic 
plan. The informa�on below provides an indica�on of the du�es associated with the post. Due to on-
going developments in the sector and University, the range of du�es and tasks can change over �me. 

Du�es and Responsibili�es  

Please refer to the job descrip�on for a list of du�es and responsibili�es associated with this role. 

Experience and Qualifica�ons  

The post holder must possess a primary degree and a minimum of five years’ work experience in a 
Third Level Educa�on. Experience of postgraduate educa�on is highly desirable.  Candidates will ideally 
have strong organisa�onal and interpersonal skills, proficiency in various applica�ons (Microso� Office 
site etc.), and the ability to work under pressure. Experience of social media management tools, and 
content management tools preferably Drupal would be advantageous.  

They must demonstrate a clear commitment to ongoing professional development and a willingness 
to par�cipate in relevant university training, and, where appropriate, external training opportuni�es 
par�cularly in rela�on to the development. The post-holder will also be required to undertake the 
following mandatory compliance training: Orienta�on, Health and Safety and Data Protec�on (GDPR) 
and any other personal development required of the role.  

The successful candidate ideally should have the following: 

● Excellent writen, oral and visual communica�on skills and people skills. 
● Proven organisa�onal and IT skills. 
● Demonstratable experience of marke�ng and digital media engagement. 
● Experience of working in a busy team environment to �ght deadlines. 
● The ability to meet deadlines and work in a diverse and busy environment. 
● A proven track record in teamwork and experience of team collabora�on. 
● The ability to be flexible.  

 
 
 



Essen�al Training  
 

The postholder will be required to undertake the following essen�al compliance training: Orienta�on, 
Health & Safety, Data Protec�on (GDPR) and all Cyber Security Awareness Training.  

They will also be expected to engage with DCU/ADAPT training on Gender, Equality, Diversity and 
Inclusion. Other training may need to be undertaken when required.  

Salary Scale: 
 
Professional 4 - € 40,689.00 - € 60,196.00 
 
Appointment will be commensurate with qualifica�ons and experience and in line with current 
Government pay policy. 
 
Closing date: Friday, 1st of December 2023 
 
For more informa�on on DCU and benefits, please visit Why work at DCU?  
 
Informal Enquiries in rela�on to this role should be directed to: 
Ms. Karen Keating, Graduate Studies Manager, Graduate Studies Office, DCU. 
Email: karen.keating@dcu.ie  
Contact number: +353 1 700 6361. 
Please do not send applications to this email address, instead apply as described below. 
 

Applica�on Procedure: 
 
Applica�on forms are available from the DCU Current Vacancies website at 
htps://www.dcu.ie/hr/vacancies-current-vacancies-external-applicants 
 
Applica�ons should be submited by e-mail with your completed applica�on form to 
hr.applica�ons@dcu.ie   
 
Please clearly state the role that you are applying for in your applica�on and email subject line: Job 
Ref #ST1940 Graduate Studies Project Officer 
 
 

Dublin City University is an equal opportunities employer.  
  

In line with the Employment Equality Acts 1998 – 2015, the University is committed to equality of 
treatment for all those who engage with its recruitment, selection and appointment processes.   

  
The University’s Athena SWAN Bronze Award signifies the University’s commitment to promoting 

gender equality and addressing any gender pay gaps.  Information on a range of university policies 
aimed at creating a supportive and flexible work environment are available in the DCU Policy 

Starter Packs 
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