
 

Job Descrip�on – Parent Support Officer 
 

Introduc�on 

Na�onal Parents Council (NPC) is the representa�ve organisa�on for parents of children in 
early years, primary and post primary educa�on. NPC was established as a charitable 
organisa�on in 1985, under the programme for Government, as the representa�ve 
organisa�on for parents of children atending primary school.  NPC's remit was extended to 
cover parents with children in early years in 2017 and in post-primary in 2022. NPC received 
statutory recogni�on in the Educa�on Act 1998. 

 
NPC exists to ensure that all parents are supported and empowered to become effec�ve 
partners in their children’s educa�on. NPC works to increase the capacity and capability of the 
educa�on sector, to achieve true partnership and deliver beter outcomes for all children 
 
NPC is now seeking to recruit a Parent Support Officer to help deliver on the goals of its 
Strategic Plan 2024–2028: Building Futures Together, with a par�cular focus on establishing a 
new parent support service. This service will assist parents in understanding and naviga�ng 
the educa�on system, including guidance through complaints and appeals processes. The 
Parent Support Officer will also be dedicated to further advancing new ini�a�ves that support 
parents’ involvement in their children’s educa�on in partnership with schools, in line with the 
mission and vision of NPC. 
 
The salary for this role is €36,275 
Hours: 35 hours per week (flexibility is required: weekend and evening work may be a feature 
of this employment) 
Repor�ng to the Services Manager 
Place of work: Stoneybater, Dublin 7 
The contract is for three years fixed term, with an ini�al proba�onary period of six months. 
 
Role 
The Parent Support Officer will be responsible for suppor�ng parents of children in early years, 
primary and post primary schools.   
 
This role will broadly incorporate the following: 

• Create a �ered framework of support for parents. This will be made up of universal 
support for all, targeted support for some and individual support for a few parents 



• Provide accurate informa�on to parents and other stakeholders as appropriate in 
rela�on to early years, primary and post primary educa�on and NPC ac�vi�es and 
policies 

• Examina�on of complex informa�on and decision-making relevant to the role and job 
level 

• Accurate recording, prepara�on & management of data within the support service 
• Engage with third par�es to represent the interests of NPC and parents, including 

government and non-government agencies and bodies, always ensuring professional 
communica�on 

• Ensure all policies, procedures and regulatory requirements are fully adhered to in 
their area of responsibility 

• Be responsible and accountable for the �mely and accurate comple�on of projects and 
tasks 

• Consistently and regularly review work prac�ces and methodologies within own area 
of responsibility and apply improvements and efficiencies wherever possible 

• Play an ac�ve role in contribu�ng to the overall objec�ves of NPC both in planning and 
implementa�on 

• Con�nuously develop knowledge and skills to ensure a high level of technical 
competence within own area of responsibility 

• Share learning & knowledge with other members of staff 
• Other du�es that may be assigned from �me to �me 

 

Experience  
 
Essential:  

• Excellent ac�ve listening skills  
• Knowledge of the Special Educa�on Needs environment in schools and the challenges 

facing parents in the educa�on system 
• Excellent communicator both writen and verbal  
• Experience/knowledge of the Irish primary and post primary educa�on system  
• Excellent administra�on skills and aten�on to detail  
• Excellent IT skills - par�cularly Microso� Office and other applica�ons  
• Be an effec�ve team player  

  

Desirable:  

• Experience of working in a support and informa�on providing capacity, including 
advocacy 

• A working knowledge of child protec�on legisla�on and its implementa�on in 
prac�ce.  

• Experience of communica�ng with individual adults and groups to achieve real 
outcomes  

• Experience of networking and promo�ng  
• Experience of working on a Helpline 



• Knowledge of Government and inter-departmental procedures (e.g. 
Tusla/Ombudsman/Teaching Council etc.) 

• Access to a car and full driving licence 
 
Person Specifica�on 
The individual should be able to demonstrate the following competencies: 
 
Communica�ons Builds rapport by listening and responding to the needs 

of others.  U�lises a persuasive approach to posi�vely 
influence outcomes.  Presents writen material in a clear, 
concise, comprehensive and convincing manner, in 
order to inform and influence the reader(s).  Clarifies 
informa�on when required to do so. 

Interpersonal Effec�veness Shows empathy and understanding when dealing with 
others, u�lising tact and diplomacy at all �mes.  Treats 
others with respect.  Works well with a wide range of 
people from different backgrounds both within and 
outside the organisa�on and builds rapport by listening 
to and understanding their viewpoints. 

Planning & Managing Resources Plans and organises people and other resources, 
priori�sing as required, to meet goals, targets or 
objec�ves within agreed �meframes.  Monitors progress 
and reviews plans where necessary.  Iden�fies poten�al 
problems and develops con�ngencies. Plans and 
organises own work effec�vely. 

Analysis / Problem Solving Sources and accurately gathers all relevant informa�on.  
Conducts an in-depth review, considering issues 
thoroughly.  Draws conclusions backed up by available 
evidence and makes appropriate recommenda�ons.  
Handles and manipulates numerical informa�on with 
accuracy and aten�on to detail. 

Decision-making / Judgment Evaluates informa�on available before making 
decisions, weighing up the pros and cons of various 
op�ons or courses of ac�on. Is aware of the wider 
implica�ons of proposed decisions and recognises when 
it is appropriate to consult others.  Follows through on 
decisions made, taking responsibility where 
appropriate. 

Team working Works collabora�vely with others to achieve shared 
goals.  Par�cipates fully, sharing knowledge, ideas and 
exper�se.  Shows an apprecia�on for other people’s 
posi�ons and values their input.  Willingly takes on 



addi�onal responsibility to achieve team objec�ves.  
Shows a willingness to learn from others. 

Commitment to Quality Results Takes ownership of tasks and is determined to see them 
through to sa�sfactory conclusions.  Takes all necessary 
measures to ensure work is completed to a high 
standard and within agreed �meframes at all �mes, 
even where it involves rou�ne or mundane tasks.  
Monitors and checks work for accuracy and ensures 
guidelines and procedures are followed.  Reliable and 
dependable, can work on own ini�a�ve. 

Customer / Client Focus Is aware of the service delivery requirements of the 
organisa�on and the varying needs of his/her customers 
or clients.  Deals with customers/clients in a professional 
and courteous manner, showing diplomacy and tact, 
par�cularly in difficult situa�ons. 

Self Awareness & Development  Reviews own performance regularly and is commited to 
developing own skills and knowledge base and applying 
this learning on a regular basis.  Keen to learn new skills, 
systems and processes. 

Flexibility & Change Orienta�on Is flexible in his/her approach, open to change in work 
prac�ces and adapts readily to recommenda�ons for 
change.  Involves others in and implements change 
ini�a�ves.  Able to deal with changing demands and 
different situa�ons / circumstances. 

Ini�a�ve Ac�vely suggests improvements within area of 
responsibility.  Can work without excessive guidance or 
support yet knows when the involvement of others is 
appropriate. 

Technical Knowledge / know-how  Has the prac�cal, specialised or technical knowledge 
required to meet the goals and objec�ves of the role to 
the highest standards.  Has knowledge or exper�se such 
that others would rely on and have confidence in it.  

Applica�ons 
Applica�ons should be in the form of a leter of applica�on and CV (max 2 pages) and be 
emailed to ccross@npc.ie with “NPC Parent Support Officer” in the subject line or by 
post  marked  Confiden�al  to:  Catherine Cross,  Deputy  CEO,  Na�onal  Parents Council, Unit 
5, Manor Street Business Park, Manor Street, Dublin 7, D07 FK58. 

Closing date for applica�ons is Friday the 27th of February 2026.  

Interviews for those who are shortlisted will be held in the Na�onal Parents Council office.  

The Na�onal Parents Council is an equal opportuni�es employer 
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