JOB ADVERTISEMENT

Assistant Accountant 
Reference: AA/08/18
Closing Date: 4pm on Friday 7th September 2018
South Ulster Housing Association, a community-based Housing Association in Portadown now wishes to recruit for an Assistant Accountant on a permanent basis.
We wish to recruit an Assistant Accountant to contribute to the effective provision of financial services to the organisation including involvement in the preparation of budgets, management accounts and financial accounts. This post will assist the Head of Finance in the effective management of the Association’s finance responsibilities. 

This is an important role within the Association and the successful candidate will have an opportunity to interact with all activities of the business, gain a broader level of experience and interest as well as contributing to the continued success of the Association. The role is wide-ranging, challenging and diverse with real opportunities to stretch and develop your professional career. We offer a competitive salary, attractive annual leave, flexible working and, after a qualifying period, private healthcare and contributory pension scheme.
The successful candidate will have a minimum of 3 years’ experience in a finance environment including the presentation of accounts and information to management. The position will also require strong IT and administrative skills.

Candidate Information Packs and Application Forms can be downloaded from the Associations website. Candidates can also request the documents from Tuesday 28th August by emailing: recruitment@southulsterhousing.org, please quote reference code AA/08/18,  (CVs will not be accepted).

South Ulster Housing Association is an Equal Opportunity Employer
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An Equal Opportunities Monitoring Form is also included in the pack and should be completed and returned in a sealed envelope with the application form. 
The Recruitment and Selection Process

How to Apply

1. If you wish to apply for this post you should examine the Job Description and Personnel Specification carefully to assess whether you meet the essential and/ or desirable criteria for the post and then complete the application form. 

2. It is important you complete the application form in FULL.  Incomplete applications will not be considered.  CVs will also not be considered in place of an application form.

3. Please note the closing date below.

4. Completed application forms should be returned by email to recruitment@southulsterhousing.org or returned by post to South Ulster Housing Association, 18-22 Carleton Street, Portadown, Armagh, BT62 3EN.

Conflicts of Interest

If a prospective candidate has any actual or potential conflict of interest with the activities of South Ulster Housing Association, this should be declared clearly in the application.  Any indirect association of this kind through any family member or partnership must also be disclosed.

Closing date

Applications should be received by 4.00pm on Friday 7th September 2018.  Late applications will not be considered.

Short Listing Decisions

Only those candidates who clearly demonstrate that they possess all essential and/ or desirable criteria outlined in the Personnel Specification will be shortlisted for interview.  We reserve the right to enhance criteria in order to facilitate the short-listing process.  It is therefore essential that your Application Form contains full concise information and evidence relevant to the position.  Application forms may be supplemented by continuation sheets as necessary.  Those who have not been shortlisted will be notified.
Interviews are expected to take place week commencing 17th September 2018.
Pre-appointment Enquiries

If you are successful, you will receive an offer of employment conditional upon receipt of satisfactory vetting, references (to be determined at the sole discretion of the employer), pre-employment health check and confirmation of relevant qualifications.  Subject to satisfactory completion of these pre-appointment enquiries, you will be invited to take up the post as soon as possible.  We would emphasise that these enquiries will be carried out in full compliance with our Equal Opportunity and Data Protection policies.
Job Description
	Post Title: Assistant Accountant 
	Department: Finance 



	Responsible to: Head of Finance


	Job Purpose: To contribute to the effective provision of financial services to the organisation including involvement in the preparation of budgets, management accounts and financial accounts. To assist the Head of Finance in the effective management of the Association’s Finances and to work closely with all departments.


	Job Activities –
MAIN DUTIES OF THE POST:

· To assist in the preparation of monthly management accounts.
· To assist in preparation of annual revenue and capital budgets
· To assist in the annual review of rents and other charges.

· To prepare quarterly financial returns to DfC and other returns as required.
· To manage the organisation’s fixed asset register under Component Accounting rules.

· To assist with the management of the organisation’s Purchase, Project and Nominal Ledgers and to provide other support and cover arrangements as required within the Finance department.

· To assist with the preparation of reports to Boards and ensure that information required for reports by others is provided in a timely manner.  
· To provide financial information and support to other departments as required. 
· To assist in payroll related tasks, including management of Pensions, and communications with HMRC including CIS returns.
· To assist the Head of Finance with administration of associated loan facilities.
· To assist the Head of Finance with both the internal and external audit processes where appropriate.
· To deputise for Head of Finance at the Association’s Senior Management Team meetings and to participate on corporate activities including health and safety and continuous improvement initiatives.   
· To represent the Finance Department on ad-hoc project teams and at interdepartmental liaison meetings. 
· To assist with the development, implementation and maintenance of financial policies and procedures and to ensure that they are updated in line with the Housing Association Guide.

· To ensure that robust and secure finance systems are in operation in accordance with good practice, approved procedures, data protection legislation and the Association’s Business Continuity Plan. 
· To embrace and participate in personal development initiatives, identifying training opportunities, in order to increase skills and knowledge and ensure that objectives and performance targets are achieved.   

· To deliver individual and team performance to agreed KPI’s within budgeted costs and have a clear understanding of key business priorities and performance indicators, including targets set as part of the Annual Business Plan.
· To carry out other financial and administrative duties including compilation of returns, invoice authorisation, on-line banking etc. 

· To undertake any other tasks and duties within the scope and grade of the post. 

General Requirements

The post holder must ensure that the Association’s Health & Safety Policy and procedures are complied with and also that the Association’s Equality Opportunity and Data Protection Policies are observed at all times.

To understand diversity issues when dealing with our customers and to be able to demonstrate, explain and interpret policy and procedures to residents and partners in a clear and customer friendly way.

To undertake any other duties that may reasonably be requested including attendance and participation at meetings, and relevant training.

Staff are required to be flexible in their work and to co-operate with their colleagues for the efficient, effective and economic operation of the Association and carry out any other duties within reason and competence.
General Principles

· The post holder shall, at all times comply with the Association’s policies and procedures as defined in the Employee Handbook.

· All employees have a personal responsibility to promote and to support measures designed to create a working environment that is free from harassment or discrimination on the grounds of religion, community background, gender, marital status or disability.

The above is given as a broad range of duties and responsibilities and 
is not intended as a complete description of all tasks



Person Specification
	Category
	Essential
	Desirable

	Education

Experience

Knowledge &

Skills


	· Qualified/Part Qualified Accountant with one of the recognised bodies or an accounting technician keen to progress their career.
· Minimum of 3 years’ previous experience in a finance environment including working on preparation and presentation of accounts and information to management.
· Minimum of 2 years’ experience of financial and management accounting including involvement in budget preparation and annual accounts.
· Practical experience in using integrated financial packages and Microsoft products especially Excel.
· Good oral presentation and communication skills.
· Good interpersonal and team working skills

· Broad range of IT skills and the ability to interpret and present information.
· Ability to plan and prioritise workload.
· Ability to coordinate with others to achieve results, meet deadlines and motivate staff.
· Commitment to personal development and training.
· Ability to challenge in a constructive manner.
· Innovative approach to problem solving and results focused.
· Ability to work effectively with a minimum of supervision.
· Ability to work effectively on own or as part of a team.

	· Business or IT related third level education. 
· Working knowledge of payroll. 

· Experience working in a finance department within the housing sector.

· Experience of the Housing, Public or Voluntary sector and knowledge of the Housing Association Guide.
· Demonstrate knowledge of processing CIS returns.
· Awareness of the social housing sector.
· Evidence of working in an interdepartmental role.




Summary of Terms & Conditions of Service

	Salary Scale:
	£24,657 - £29,055     Points 27-32

	Hours of Work:

	37 hours per week, Monday to Friday. 

	Leave Entitlement:

	21 days per annum 

	Public Holiday Entitlement:
	14 days per annum

	Place of Work:
	Offices of South Ulster Housing Association Limited

18-22 Carleton Street

Portadown

BT62 3EN

	Notice Period:
	1 Month

	Pensions:
	South Ulster offer a contributory pension scheme, further details of which will be discussed at job offer stage.  

	Private Medical Insurance
	We offer Private Medical insurance for all staff available after completion of probation, with the option to add family members at preferential rates.

	Flexible working
	We operate a flexi time scheme allowing for flexible working arrangements outside of core hours.

	Probation:
	You will be on probation for a period of up to six months.


Employment Policies

The appointment is subject to satisfactory employment references, satisfactory checks of qualifications and a medical check.

As part of the selection process for the vacancy, you will be asked to provide, in confidence, evidence of entitlement to work in the UK and any criminal history information. 

You are invited to complete and return the Equal Opportunities Monitoring Form to assist us in monitoring our Equalities Policy.     

The information provided by you on the Equal Opportunities Monitoring Form will not be made available to the selection panel.   Statistical and anonymous reports will be produced for monitoring purposes from the information contained in the document for submission to the Equality Commission on an annual basis.

The information provided by you on the application and any supplementary forms will be used for the purpose of selection, recruitment and any further subsequent employment related administration if the application is successful.  

South Ulster Housing Association is an Equal Opportunity Employer
Job Applicant Privacy Notice 

As part of our recruitment process, South Ulster Housing Association (SUHA) collects and processes personal data relating to job applicants. We are committed to being transparent about how we collect and use the data and meeting our data protection obligations.

The address and contact details of the data controller are set out at the end of this privacy notice.

What information do we collect?

SUHA collects a range of information about you. This includes:

· your name, address and contact details, including email address and telephone number;

· details of your qualifications, skills, experience and employment history;

· information about your current level of remuneration, including benefit entitlements;

· equal opportunity information;

· whether or not you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process; and

· information about your entitlement to work in the UK

SUHA may collect this information in a variety of ways. For example, data might be contained in application forms, CVs or resumes, equal opportunity forms, obtained from your passport or other identity documents, or collected through interviews or other forms of assessment.

We may also collect personal data about you from third parties, such as references supplied by former employers. We will seek information from third parties only once a job offer to you has been made and will inform you that we are doing so.

Data may be stored in a range of different places, including on your application record, in HR management files and on other IT systems (including email).

Why does SUHA process personal data?

SUHA has a legitimate interest in processing personal data during the recruitment process and for keeping records of the process. Processing data from job applicants allows us to manage the recruitment process, assess and confirm a candidate's suitability for employment and decide to whom to offer a job. We may also need to process data from job applicants to respond to and defend against legal claims.

SUHA may process special categories of data, such as information about religious background, or other details, to meet legal obligations and to monitor recruitment statistics. We may also collect information about whether or not applicants are disabled to make reasonable adjustments for candidates who have a disability. We process such information to carry out our obligations and exercise specific rights in relation to employment.

In some cases, we need to process data to ensure that we are complying with other legal obligations.  For example, it is mandatory to check a successful applicant's eligibility to work in the UK before employment starts.

Who has access to your data?

Your information may be shared internally and with third-party processors which provide professional services for the purposes of the recruitment exercise. This includes members of the HR and recruitment team, interviewers involved in the recruitment process, managers in the business area with a vacancy and IT staff if access to the data is necessary for the performance of their roles.

We will not share your data with any other third parties. However, if your application for employment is successful and we make you an offer of employment, we will then contact your nominated referees to obtain references for you and your former employment.

How does SUHA protect your data?

We take the security of your data seriously. We have technical measures and internal policies and controls in place to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by our employees in the proper performance of their duties.

How long does SUHA keep data?

If your application for employment is unsuccessful, SUHA will hold your data on file for up to 1 year after the end of the relevant recruitment process. At the end of that period your data is deleted or destroyed.  This is as per Institute of Personnel & Development guidelines. 

If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your Human Resources file (electronic and paper based) and retained during your employment. The periods for which your data will be held will be provided to you in a new staff privacy notice.

Your Rights

As an Applicant, you have a number of rights. You can:

· access and obtain a copy of your data on request;

· request that SUHA changes incorrect or incomplete data;

· request that SUHA deletes or stops processing your data;

· object to the processing of your data where SUHA is relying on its legitimate interests as the legal ground for processing.

If you would like to exercise any of these rights, please contact email address.

If you believe that the organisation has not complied with your data protection rights, you can complain to the Information Commissioner (ico.org.uk).

Address and contact details of the data controller 

South Ulster Housing Association

8-22 Carlton Street

Portadown

BT62 3EN 

Telephone – 028 3833 9795
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