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The Tara Centre is a leading Registered Charity, governed as a Company Limited by Guarantee, and based in Omagh, Co. Tyrone.  It has delivered a wide range of holistic healing interventions and associated educational programmes “in the service of healing, peace and holistic wellbeing” for the past 29 years. We seek to recruit the post of:
Receptionist
Location: Tara Centre, Omagh
Salary: Provisional starting point at £24,780.00 pro rata, salary currently under review. 
Hours: 1 day per working week, 8.45am – 5.15pm
Contract: Permanent
Are you a compassionate, organised and reliable individual who can create a warm and professional welcome while maintaining appropriate confidentiality and boundaries?
The Tara Centre is seeking a Receptionist to join our team in a job-share arrangement. As the first point of contact for Tara Centre visitors, clients and callers, the successful candidate will play an important role in creating a welcoming, professional and compassionate environment.
This position may particularly suit someone seeking flexible employment, including individuals returning to work, balancing caring or family commitments, semi-retired applicants, or those wishing to supplement existing part-time employment. Applications are particularly welcomed from individuals seeking flexible part-time employment and from those returning to the workplace after a career break.
What you will do:
· Welcome visitors, clients and callers in a professional, friendly and sensitive manner.
· Manage reception, telephone and general administrative duties.
· Support the administration of workshops, events and Centre activities.
· Assist with routine financial administration.
· Maintain accurate records, databases and filing systems.
· Assist with communications, social media scheduling and other administrative tasks as required.
What We Offer
· A values-led environment rooted in healing, peace and holistic wellbeing.
· A supportive and welcoming team culture.
· A permanent position with opportunities for additional hours through leave, sickness cover and occasional events where available.
· Training and development opportunities, including administrative and financial systems.
· Flexible employment that may complement family, caring or retirement commitments.
· Meaningful work that contributes directly to the wellbeing of individuals and the wider community.

TO OBTAIN APPLICATION PACK PLEASE VISIT OUR WEBSITE

www.taraomagh.com/jobs

[bookmark: _Hlk189833588]Completed Application Forms and documentation must be returned by 12 noon, Monday 2nd November 2026, as follows: 

· Electronically completed application forms and documentation should be forwarded to recruitment@taraomagh.com

OR
· Hard copies of application form and documentation should be sent to: 
General Manager, Tara Centre, 11 Holmview Terrace, Omagh, BT79 0AH.

It is anticipated that interviews will take place at the Tara Centre, 11 Holmview Terrace, Omagh in the week of the 9th November 2026.

CANVASSING WILL AUTOMATICALLY DISQUALIFY
The Tara Centre is an Equal Opportunities Employer
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