
Family Carers Ireland (FCI) is the national charity supporting over 500,000 family carers across the country who
dedicate their lives to caring for loved ones such as children or adults with physical or intellectual disabilities, frail
older people, those with palliative care needs or those living with chronic illnesses or addiction. We provide a range of
services and support for family carers nationally from our local support centres, in the community and online.

JOB SUMMARY
The remit of the Carer Supports team is to deliver one to one support to family carers, alongside the design, development and
implementation of group and community-based supports. The Administrator Emergency Respite Service (AERS) will support the
Support Manager Emergency Respite Service (SMERS) in the administration of the Emergency Respite Service. 

The Emergency Respite Scheme (ERS) provides respite in the event of emergency situations. Emergency respite is defined as
substituting for the family carer either by placement of an in-home care worker/or the temporary place of the care recipient outside
the home. The AERS will be responsible for responding to internal and external enquiries regarding the scheme, supporting the
processing of referrals, maintaining precise, accurate records for ER cases, and ensuring invoices are processed in a timely manner. 

Family Carers Ireland is an Equal Opportunities Employer. www.familycarers.ie

The following qualifications, skills and experience are required for this role: 
Minimum Leaving cert (or equivalent) and pursued further studies in Office Administration or IT.  
At least 2 years’ experience working in a busy office environment.  
Experience of working remotely with excellent broadband.  
The ability to prioritise tasks and work within a dynamic environment.  
Excellent IT Skills- mainly Microsoft 365, SharePoint, MS Word, Excel, Outlook, and experience setting up video calls
through platforms like Zoom, MS Teams.  
Flexibility in attitude and approach to the job and a willingness to help others.  
A reflective approach to their work and a willingness to learn and desire to implement a culture of continuous
improvement.  
A strong work ethic with excellent attention to detail.  
Effective time management skills and organisation skills with the ability to manage multiple activities and keep
stakeholders informed.  
Excellent communication skills and the ability to establish rapport with a diverse range of people.  
The ability to work autonomously and within a team.  
Fluency in English (written and verbal).  
Have experience working in a highly confidential environment. 
Fundraising experience desirable. 
Full drivers licence with access to own car.

ROLE CRITERIA

Administrator –
Emergency Respite

Hybrid - Fixed term contract (12 months) 37 hours per week Monday to
Thursday 9am to 5.30pm and Friday 9am to 5pm

Terms & Conditions: Full-time fixed term contract (12 months) 37 hours per week Monday to Thursday
9am to 5.30pm and Friday 9am to 5pm. Flexibility to travel to meetings as required is essential. The
remuneration for this role includes a salary of €32,492  and access to a defined contribution pension
scheme. The annual leave entitlement is 23 days per year pro-rated to days worked. 

Application Process: 
1.Please read the full Job Description which can be requested here.
2.Submit application form via

https://familycarersireland.peoplehr.net/Pages/JobBoard/Opening.aspx?v=9279fbe2-e87b-45bd-
94ea-90eb336ed341 before 5pm on the 8  May 2026.th

3.CVs will not be accepted.

https://www.familycarers.ie/media/w1dnjxrn/family-carers-ireland-administrator-ers-job-description.pdf
https://familycarersireland.peoplehr.net/Pages/JobBoard/Opening.aspx?v=9279fbe2-e87b-45bd-94ea-90eb336ed341
https://familycarersireland.peoplehr.net/Pages/JobBoard/Opening.aspx?v=9279fbe2-e87b-45bd-94ea-90eb336ed341
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