Registration Services Administrator – Permanent Position 
We are recruiting for a Registration Services Administrator to join our successful company. This is an exciting opportunity to develop your skills and become a part of our team.
The successful candidate will be based in our Dun Laoghaire, Co. Dublin office and work in a hybrid-working model. You will possess excellent communication skills, demonstrate initiative, and consistently deliver top-quality customer service.
Our culture embraces a growth mindset, inspires excellence and innovation, and encourages our teams and leaders to perform at their best every day. Ours is a people centred culture in a digital age.

Role Description/Responsibilities:
· Process applications for .ie domains via our ticketing system
· Review documents and handle registration enquiries via phone and email, within the service level agreement (SLA).
· Maintain a high standard of administrative duties.
· Ensure effective communication across the team to facilitate seamless service.
· Collaborate with the team to provide quality customer service and advice to applicants.
· Perform ad hoc administrative and customer service tasks as assigned.

Required Qualifications/ Experience & Skills:
· Excellent communication and interpersonal skills (both written and verbal)
· Pro-active, having the ability to work efficiently and effectively with a high level 
of attention to detail 
· Strong administrative & multi-tasking skills
· Previous experience using third-party ticketing software an advantage (such as Zendesk/Deskpro) 
· Good analytical skills
· Must be team-oriented, possess a positive attitude and work well with others
· Excellent time management and organisational skills 
· Ability to work collaboratively across teams
· Competency in Microsoft applications and good all-round computer literacy
· Fluency in English

Desired Skills:
Any of the additional skills listed below would be an advantage:
· 2+ years of successful customer service experience
· Prior experience in online search, social media, internet, advertising, e-retailing, and marketing company
· General understanding of online merchants, online search engines/sites, web consumers, logistics providers, and payment providers

Competencies required for this role:
· Excellent Communication and influencing skills
· Teamwork and Cross-Functional Collaboration 
· Organisation & Administration
· Attention to detail


Salary & Benefits Package:
· Salary 28-30K - Salary will be commensurate with experience and qualifications  
· Annual performance-related bonus potential of up to 8% of salary 
· We provide a health insurance programme with LAYA Healthcare
· Access to a holistic employee wellness programme
· Extensive Induction and sector familiarisation will be provided
· Appropriate training & professional development sponsored by the company
· Company contribution matching Pension Scheme - we can help you plan for your future by offering up to a 5% matching contribution towards the .IE Defined Contribution Pension Scheme.
· Access to the Cycle-to-work scheme & the Tax Saver programme 







Note: Information on .IE:
.IE is the national registry for .ie domain names, dedicated to empowering individuals, communities, and businesses in Ireland to thrive online. For more information about .IE, please visit us at https://www.weare.ie/ .

As a KeepWell Mark-accredited company, we prioritise staff well-being. The KeepWell Mark is an evidence-based wellness initiative and accreditation programme from Ibec, designed for companies focused on supporting their employees' well-being through best practices and high standards.

We celebrate diversity and are proud to be an equal opportunities employer. Our employment decisions are based on business needs, job requirements, and individual qualifications without regard to gender, ethnicity, age, religious beliefs, disability, sexual orientation, gender identity or expression, marital status, or any other status protected by Irish law.

At .IE, we respect your right to privacy, and all applications will be processed in accordance with applicable data protection laws. IE Domain Registry CLG, trading as .IE, is an Irish-registered company (number 315315).
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