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Roles and Responsibilities

Keep Northern Ireland Beautiful
General Information

	Job Title
	Finance & Administrative Assistant

	Employed by
	Keep Northern Ireland Beautiful

	Reporting to
	Finance & Administrative Manager

	Job Purpose
	Assist with the day-to-day financial operations and general administration of Keep Northern Ireland Beautiful, manage a variety of financial claims with central and local government, sponsors, and grant/trust schemes. 

	Hours of Business
	Core hours 9am - 5pm 

	Location
	Home-based/Belfast office

	Hours per week
Salary
	37.5
£22,000

	Contract
	Temporary to March 2023, possible extension, subject to funding
Interviews due Thursday 8th December 2022


PURPOSE

The Finance and Administrative Assistant will support members of the Finance and Administrative team on matters related to financial operations and general administrative duties. The role will act as a support function under the direction of the Finance and Administrative Manager; the Finance & Administrative Assistant will play an important role in supporting the organisation remain high performing and deliver on their broader goals.    
Duties and Expected outcomes
Finance 

· Assist with the organisation’s financial operations, ensuring that accurate information is provided to support and inform financial decision making processes.
· Assist with the production of all necessary reports and information, including monthly management accounts, cash flow figures with comparison to budgets and explanation of variances, requirements for auditors and for annual accounts.

· Assist with the processing of all income and expenditure, journals and accruals using SAGE accounting software.
· Assist with salary claims and issuing salary payments to staff.
· Ensure amounts payable for goods and services are paid in accordance with current policy.

· Prepare regular and occasional claims for funding bodies across the spectrum of central and local government, sponsors and trust/grant awarding organisations ensuring compliance with relevant procedures and timescales.
· Undertake any other duties that may be reasonably required.

Administration and HR
· Assist with general administrative duties for the team.
· Process occasional telephone enquiries.
· Assist with other duties as required from time to time.
Person Specification
Essential Qualifications

‘O’ Level / GCSE (Grades A-C), or equivalent, in Mathematics and English
Desirable Qualifications

Accounting Technician qualification or equivalent

Essential Experience 
One years’ experience using an accounting software package
One years’ experience of assisting in preparation of financial information
One years’ experience processing income and expenditure

One years’ experience processing journals and accruals

One years’ experience of general administrative support

Essential Skills
One years’ experience using Microsoft Excel 

Can perform duties unassisted, accurately, under pressure and to strict deadlines

Ability to follow set procedures
Essential Personal Qualities
Ability to be agile, and support others
Authority

· Commission work only in line with company procedures, and obtain best value at all times
· Refer any media interest or potential news stories to their line manager
· Operate within the organisation’s policies and procedures at all times
· Only commission marketing channels (especially print) in line with those agreed by the Chief Executive
Terms and Conditions
· Keep NI Beautiful operates a 37.5-hour week, core hours broadly 9am to 5pm. Home-working and flexibility are supported.
· The normal days of work will be between Monday and Friday, however on occasion some flexibility may be required, which could require working different days/times from time to time including occasional weekend and evening work. 

· IT equipment and support is provided for all staff to enable them to be efficient and effective in their work.
· Given the organisation’s work with children, finalisation of the contract of employment is dependent upon the outcome of Access NI checks.
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