
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 supports for family carers nationally from our local support centres.

JOB SUMMARY
The remit of the National Programme and Events team is to develop and deliver national events and programme
resources to support community-based carer support teams and make a real difference to the lives of family carers. 

This team will manage delivery of national events (Family Carer of the Year Awards, National Carers Week, respite
weekends) and will coordinate national programmes such as Training and Volunteer development. It will manage
delivery of development projects such as Caring Pathways and will be responsible for developing new programme
resources for activity and support groups through such projects and other initiatives. Part of its role will be to
‘mainstream’ these programmes to Community Supports as much as possible to create capacity for new development
projects. It will also facilitate carer support champion groups in areas such as fundraising, volunteering and the portal to
enable more effective collaboration between carer support and communications/policy team members. 

The core role of the National Programme and Events section will be to convene appropriate parties to work together on
programmes, events and initiatives. 

The Administrator, National Programmes and Events, will work directly with the Senior Manager, National Programmes
and Events Managers.

Key responsibilities will include collating, preparing, organising and storing information to populate reports and
preparing data that will inform future planning for the section. An excellent knowledge of different I.T. packages is
essential to the success of the role.

Organising meetings, assisting with the arrangement of events, liaising with internal and external bodies are a critical
part of this role. The Administrator will demonstrate good interpersonal skills and an interest in supporting and
progressing plans.

As this is a national role there will be an expectation that the Administrator can, at the request of the Senior 
Manager, travel to attend meetings and events.
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Terms & Conditions: Permanent, full-time role (37 hours per week across Monday – Thursday 9am to 5.30pm
and Friday 9am to 5pm). The Administrator’s contracted work location will either be centre based or remote
(working from home) depending on the geographical area. Flexibility to travel to meetings as required is
essential. The remuneration for this role includes a salary of €32,492, access to a defined contribution pension
scheme. The annual leave entitlement is 23 days per year.

Application Process: 
1.Please read the full Job Description which can be accessed here before completing application form.
2.Download and complete application form here.
3.Submit application form by email to recruitment@familycarers.ie before 5pm, 8th February 2026.
4.The subject line of your email should include Administrator – National Programme and Events.
5.CVs will not be accepted.

The following qualifications, skills and experience are required for this role:

Minimum Leaving Cert (or equivalent) and pursued further studies in Office Administration.
At least two (2) years’ administrative experience working in a busy environment.
Excellent IT Skills - mainly Microsoft 365, SharePoint, MS Word, Excel, Outlook, and experience setting up video calls
through platforms like Zoom, MS Teams.
Effective time management skills and organisation skills with the ability to manage multiple activities and keep
stakeholders informed.
Excellent customer service and communication skills, both written and spoken, are required as the successful
candidate will liaise with internal staff and external bodies. 
An ability to work well with others.
Experience of working remotely with good access to broadband.
Flexibility in attitude and approach to the job and a willingness to help others.
A strong work ethic with excellent attention to detail.
The ability to work autonomously and within a team.
Fluency in English (written and verbal).
Full drivers licence with access to own car.

ROLE CRITERIA
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