
 
 

Job Title: Accounts Secretary 
 
A role for Accounts Secretary has become available at Chanel College, Coolock, Co Dublin and we 
are actively seeking an energetic, focused, self-motivated and detail orientated person to join our 
team at Chanel. 
 
Top reasons to join us:  

1. Diversity 
2. Great culture 
3. Great work life balance  
4. Ability to grow and develop 

 
Overall Responsibility 
The Accounts Secretary will report directly to the Principal, and will provide financial and administrative 
support to the Principal and his team in the delivery of all their key functions. The Accounts Secretary is 
responsible for the efficient organisation and administration of the Accounts Office and of keeping the 
Principal fully informed of all financial issues. 
Confidentiality and discretion of a very high level is expected. 
 
Key areas of Responsibilities and Duties 
 
School Income 

a) Lodging of daily income and preparation of reconciliation reports and completion of end of day 
banking procedures. 

b) Processing of all cheques, credit transfers, bank giros and credit card payments. 
c) Sole responsibility for dealing directly by phone/email/in person with parent(s) queries in relation 

to money paid to the school in a confidential and discrete manner. 
 
Bank and Cash Control 

a) Controlling and accounting for all bank accounts & cash.  
b) All receipts and expenditure to be accounted for through the school’s accounting records.  
c) Governance for signing of cheques and related documentation. 
d) Ensure all monies received are recorded and lodged in main current account timely.  
e) Operation of all bank accounts, ensuring that a full reconciliation is undertaken monthly. 
f) Presentation of state of all bank account balances monthly. 
g) Control of the treasury management function to ensure the most efficient use of the School’s cash 

and minimise related banking and interest charges.  
 
Purchasing 
The purchase order is a key internal control and the Accounts Secretary is responsible for  

a) Management of all aspects of purchase orders. 
b) Check the reputability of all suppliers.  
c) Obtain Tax Clearance Certificates from suppliers where purchases are in excess of €10,000 for 

a calendar year. 
d) Management of Competitive tendering procedures  

 
Payroll 

a) Process the Payroll timely and accurately weekly & monthly for all school staff, including payslips.  
b) Operate the payroll system and manage all statutory deductions.  
c) All wage payment records - pay levels, PAYE/PRSI new and ceasing employees to be filed and 

retained for six years. 



d) Submit statutory returns to the Revenue Commissioners on time and retain a copy of all returns 
on file.  

 
Petty Cash 
From time to time, Schools may need to make small payments for incidentals.   

a) Hold petty cash and, as required, make payments and ensure that the person receiving the 
cash signs the Petty Cash Vouchers.  

b) For certain expenditure outside the school, a cheque rather than cash can be issued.  
c) Petty cash to be counted weekly and align with the balance in the petty cash book.  
d) Petty cash vouchers must be filed in numeric sequence and be assessable. 

 
Budgeting 

a) Assist the Principal with the preparation of the draft school budget. 
b) Collate the budget submissions from teachers, school departments and other relevant parties 
c) Ensure key information is available   

• projected student enrolment 

• projected enrolment for Transition Year and Leaving Certificate Applied 

• all grant entitlements 

• expected number of teachers (permanent, temporary, RPT or part-time)  
d) Identify the key areas of the budget and assumptions underlying it. 
e) Determine total resources available and identify all revenue sources 
f) Gather all information regarding all possible expenditures – distinguish between essential or 

unavoidable spending and discretionary spending. 
g) Identify areas of capital spending and refurbishment which are necessary or desirable 

 
Management Accounts 

a) Produce timely and reliable management information reports on a monthly basis to ensure 
effective control of expenditure and efficient accounting (Income and Expenditure, Balance Sheet, 
Bank Balance, Creditors aged listing etc.) 

b) Develop and control a centralised accounting system to ensure accounts are effectively managed.  
c) Investigate variances against budgets and provide analysis of differences. 
d) Perform month end for Accounts Payable, Fixed Assets & general ledger in the finance system. 
e) Hold monthly meetings with the principal to discuss the budgetary position and agree action plans.  
f) Prepare the final accounts and liaise with the auditors 

 
Other Duties 
 

a) To monitor the operation of financial controls through internal audits, and to introduce further 
controls as appropriate to safeguard the School’s funds and other assets.  

b) Operation of RCT and VAT as per Revenue requirements 
 

While not exhaustive it does attempt to indicate the range and level of duties associated with the role.  
 
 
REQUIRED SKILLS/EXPERIENCE 
The Accounts Secretary will be an integral member at Chanel College. The ideal candidate will have: 

• Have Accounting Technician or equivalent qualification. 

• Have a minimum of 3 years’ experience in computerized accounting role. 

• Have experience in computerised payroll such as Sage 50 

• Be receptive and willing to upskill 

• Have excellent interpersonal and communication skills. 

• Be highly computer literate. 

• Be able to work on own initiative. 

 
About Us 
Chanel College is situated in the village of Coolock on the North side of Dublin on the Malahide Road. The 
school opened in 1955 with twelve pupils in its first year. It was the year after the Canonisation of St. Peter 
Chanel, one of the early Marists that the college was named after him. The main part of the school was 
built in the late sixties. It has been educating boys ever since. 


