Director – JMB Buildings Advisory Service
Role Profile
The Secretariat of Secondary Schools (SSS)
The Secretariat of Secondary Schools (SSS) is the management body for voluntary secondary schools in the Republic of Ireland. The organisation exercises this function through its JMB/AMCSS divisions, the Joint Managerial Body (JMB) and the Association of Management of Catholic Secondary Schools (AMCSS). JMB/AMCSS exercises a leadership role at national level in the formulation, development and implementation of policy. It provides advice, support and professional learning opportunities for boards of management and senior leadership teams in voluntary secondary schools.  

The work of the Secretariat is guided by the Statement of Strategy 2026–2030, which identifies significant infrastructural pressures facing schools. The Buildings Advisory Service supports schools, boards of management and collaborates with patrons in matters relating to school accommodation planning, capital building projects and engagement with the Department of Education and Youth.

Summary of Role
The Director will provide strategic leadership and operational management of the Buildings Advisory Service. The role will involve leading the development of the service, coordinating the work of the Building Officers including the Project Executive Function, providing advice to schools and representing voluntary secondary schools in matters relating to school infrastructure and accommodation planning.
Essential Skills and Competencies
In addition to at least a Level 9 qualification in education and a minimum of five years’ experience working within the education sector, the essential skills and competencies that are required are:
Knowledge of the Education Sector
Strong understanding of voluntary secondary school governance and management.
Knowledge of the Department of Education and Youth capital programmes and infrastructure policy.
Understanding the role of boards of management in capital development projects.
Strategic Leadership
Ability to develop and implement a strategic vision for the Buildings Advisory Service aligned with the Secretariat’s Statement of Strategy.
Capacity to identify emerging infrastructure challenges and develop strategic responses.
Strong organisational and planning skills.
Project Management and Infrastructure Expertise
Experience in capital project development or infrastructure planning.
Knowledge of procurement and governance requirements for publicly funded capital projects.
Ability to provide guidance to schools on project oversight.
Communication and Stakeholder Engagement
Excellent written and verbal communication skills.
Ability to advise boards of management and senior school leaders.
Ability to collaborate with Patrons.
Capacity to represent the JMB in discussions with government departments and agencies.

Key Responsibilities
Leadership of the JMB Buildings Advisory Service
Provide strategic leadership and coordination of the JMB Buildings Advisory Service 
Direct and coordinate the work of the four Building Officers within the unit.
Ensure the provision of high-quality advisory services and resources to schools in relation to building projects and accommodation planning.
Develop operational procedures and systems to support the effective functioning of the Building Advisory Service.
Support the professional development of Building Officers. 
Oversee the financial management of funding allocated to the JMB Buildings Unit.

Advisory Support to Schools
Provide advice to boards of management and school leadership teams on building projects and capital development.
Support schools in engaging with the DEY Planning and Building Unit.
Advise schools on the appointment and management of design teams and construction procurement processes.
Support schools in ensuring compliance with DEY guidelines and procedures.

Project Executive Role
Where appointed by the Department of Education and Youth, oversee the delivery of major devolved building projects as Project Executive.
Coordinate procurement and appointment of design teams and contractors.
Ensure projects are delivered within approved timelines and budgets.
Manage communications between the Department, the Design Team, the School Authority and other stakeholders.
Ensure compliance with Department design guidelines, procurement requirements and project procedures.
Oversee the Financial Management of School Building Projects where the JMB acts as project executive.
Engagement with Patrons
Work collaboratively with school patrons and property owners in relation to building projects.
Support effective engagement between patrons, boards of management and the DEY.
Ensure projects respect governance arrangements associated with patronage.
Advocacy and Sectoral Leadership
Support the advocacy role of JMB with the Department of Education and Youth regarding school accommodation needs.
Provide analysis and insight into infrastructural challenges facing voluntary secondary schools.
Contribute to submissions and policy engagement relating to school capital investment.
Governance and Reporting
Report to the General Secretary.
Provide regular reports to the JMB Council on the work of the Buildings Advisory Service. 
Report on major building projects supported or managed by the service.
Highlight emerging accommodation and infrastructure issues affecting schools.
Development of Information Resources
Support the development of an enhanced Buildings section on the JMB website.
Develop guidance materials and resources to support schools undertaking building projects.
Promote best practice in project governance and compliance.
Role Details
Role Title: 	Director – JMB Buildings Advisory Service
Reporting to: 	General Secretary (Chief Executive)
Nature of Post: Full-time
Location: 	Secretariat of Secondary Schools, Emmet House, Milltown, Dublin 14
Hours of Work: Monday to Friday, with flexibility required for meetings and events.
