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Origin Green and Farmer Events Administrator 

	Job Title
	Origin Green and Farmer Events Administrator

	Reporting to
	The administrator will be part of a dynamic team led by Niamh Bambrick, Agricultural Sustainability Manager for the duration of the 6-month placement.

	Location
	Bord Bia’s Global Hub, 140 Pembroke Road, Ballsbridge, Dublin 4, D04 NV34.
There is a hybrid working policy is in place for this role where the candidate works onsite 3 days per week and from home 2 days per week. Occasional travel to Origin Green and Farmer events may be desired, however not essential.

	Background
	Bord Bia promotes, assist and develop the marketing of Irish food and livestock and the production, marketing and consumption of horticultural produce. Bord Bia acts as a link between Irish food, drink and horticulture suppliers and existing and potential customers throughout the world.

	Key Responsibilities
	The successful candidate will play a key role in developing, maintaining and ensuring the effective administration of farmer events and engagement for the Origin Green Team. Assist with organising logistics for farmer/origin green events and meetings and compiling reports following events. The nature of the role requires the administrator to understand and fully comply the highest standards of confidentiality.
· Event support– working with the origin green team to plan and execute both farmer and origin green activities and events. This involves logistic planning pre, post and during events.   
· Updating farmer Materials – working with the Origin Green team in the preparation and maintenance of Origin Green and Quality Assurance documents in line with new branding and the rollout of the new Quality Assurance Standard. 
· Web accessibility – supporting the maintenance and updating of origin green and quality assurance materials on the Bord Bia website and ensuring content meet national web accessibility requirements, making Bord Bia content more accessible by all.  

	Key Requirements
	Skills and Attributes
Essential:
Minimum NFQ level 6 in any discipline 
· Proficient in Microsoft Office Suite
· Organisational skills:
· Prioritising tasks to meet deadlines efficiently.
· Organising and maintaining diaries, scheduling meetings, and coordinating appointments.
· Planning of event logistics and engaging with external suppliers
· Effectively managing time to handle multiple administrative responsibilities. 
· Demonstrating ability to collaborate by engaging with various sectors within the Origin Green Department and working cross departmentally with the wider Bord Bia team.
· Team Player
· Event planning and customer engagement experience
Desirable:
· Some experience in a busy office environment
· Effective verbal and written communication skills:
· Effective communication skills are needed, both verbal and written. This includes telephone communication, face-to-face interactions, and using email and Teams for updates. You'll need to collaborate within the department, across teams, and with external stakeholders, sharing information clearly and asking for help when needed

	Physical Movements and Environment
	The placement is within our Origin Green department, located on the fourth floor of our building. This floor is accessible via both the stairs and the elevator.
For security, each door is equipped with a lock. The new joiner will receive a swipe card, which they can wear on a lanyard, to access the main building doors.
Each desk is equipped with a pedestal where staff can securely store their laptops overnight. Additionally, every desk includes a monitor and keyboard, which can be used either in conjunction with or instead of a laptop.
Staff members are provided with a Bluetooth headset to connect to their laptops, and they may also request a laptop stand if needed.
Corporate Services can conduct an ergonomic assessment of their workspace, both in the office and at home, and provide additional equipment if needed and where feasible

	Type of Workload Involved
	
Office Administration:  
· Assist with meeting planning, event management and general office tasks.
· Reviewing and updating Origin Green and Quality Assurance information for documents and the website.
· Support colleagues by organising meetings and providing necessary admin assistance.
· Handle ad hoc administrative tasks

Event Support:
· Organise event venues and attendee lists.
· Sign in attendees and manage event materials.
· Interact with external suppliers in event preparation. 
· Taking meeting minutes.


	Other Information
	· Understand the confidentiality requirements of the role.
· All duties to be completed to a high degree of diligence. 
· Communicate courteously and effectively with the public, members and staff. 
· Maintain a high degree of data integrity. 
· Administration to be conducted in a timely and efficient manner. 
· Adhere to Bord Bia’s values and code of conduct
· Adhere to the principles of GDPR




How to Apply
You should upload your CV into the WAMWorks database before the closing date of 
30th September 2026 at 12pm -  www.ahead.ie/wamworks
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