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CONFINED CAMPAIGN – V (GRADE FOR GRADE 0566)
     National Office of Public Health 
  Executive Assistant – Grade V
Expressions of Interest are invited from all staff of the HSE and bodies which provide services on the behalf of the HSE under Section 38 of the Health Act 2004 are eligible to apply and currently employed at Grade V (0566) who are experienced in a busy office environment and are interested in reassigning to the above permanent role by grade-to-grade transfer into the National Office of Public Health team.
Purpose of the post
To provide administrative support to the National Public Health function including:

· Efficiently and effectively providing executive assistant and administrative support to the Designated Manager and administrative support to the team.

· Engaging with key internal and external stakeholders as a key liaison for the team, ensuring professionalism and clarity in all communications.

· Scheduling meetings, monitoring responses, ensuring briefing documentation is available ahead of meetings.

· Supporting the tracking and monitoring of actions assigned to the team and ensuring efficient delivery.

· Coordinating and supporting the implementation of recommendations and actions required from the National Office.
Eligibility

Candidates must be currently employed at Grade V (grade code 0566) within the HSE and bodies which provide services on the behalf of the HSE under Section 38 of the Health Act. 

Informal enquiries 
Please contact Niamh Kelly for more information phone (0860281619) or Email Niamh.Kelly4@hse.ie 
Apply

Expressions of interest should be submitted by completing the attached form to publichealth.mru@hse.ie on or before 3pm, Monday 16th March 2026.
Selection Process

A interview will be arranged for eligible applicants who meet the post specific requirements.
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