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APPLICATION PACK: 
FINANCE / ADMIN OFFICER (16 hours/week)

Hours of work negotiable, days of work Monday, Thursday and/or Friday

INFORMATION ENCLOSED

1. Job Description

2. Person Specification

3. Summary Terms & Conditions of Service

4. Background Information

5. Application Form
Please ensure that you fully demonstrate in your application how you meet essential and/or desirable criteria.  If insufficient space is provided in application form for explanation please expand sections as required.  Additional sheets may be appended, if necessary.

CV’s will not be accepted / reviewed.
6. Equal Opportunities Monitoring Form 

When you have completed this form, it should be sealed in an envelope marked "Equal Opportunities Monitoring", and returned with your application form.

NB: The closing date for return of completed applications is Tuesday 30 May 2017 at 12.00 noon and it is anticipated that interviews will be held week commencing Monday 5 June 2017.  Applications submitted by e-mail to Helen@youthlink.org.uk will be accepted; however a signed and dated hard copy must also be provided by the successful applicant.
[image: image2.png]INs
“( youthlink




JOB DESCRIPTION

FINANCE / ADMIN OFFICER (16 hours/week)

Hours of work negotiable, days of work Monday, Thursday and/or Friday

Responsible to:
Deputy Director – Corporate Affairs

Responsible for:
Financial and administrative support services, working as part of a team of staff and volunteers
1.
Finance
· prepare orders, invoices and payments using Sage Accounts software and iBusiness Banking
· maintenance and management of all accounting records
· assist with processing of salary and other payments for staff using Sage Payroll 
· assist with grant applications and preparation of financial returns to funders
· assist with preparation of management accounts and other reports, as required
· assist with preparation and maintenance of fixed asset register
2.
Reception / Building Management 

· reception duties - answer and transfer telephone calls; handle enquiries; meet and greet visitors & students; provide hospitality as necessary; manage incoming and outgoing post; accept deliveries and store adequately
· deal with booking of training rooms using intranet, assist with set up of training facilities and ensure training rooms / public areas kept tidy and resourced
· organization and monitoring of general buildings and office equipment maintenance, purchase of general supplies (groceries etc) & ordering of office stationery supplies, maintenance of training resource & equipment loans, routine library management 
3.
Administrative Support & Communication
· general administrative duties to include provision of clerical support, preparation of papers and correspondence, word processing, spreadsheets, development and maintenance of filing systems
· communicate in person and via email with other staff, stakeholders and external agencies
· assist with co-ordination and promotion of events and fundraising opportunities, including preparation of articles for website, development and circulation of publications and other promotional materials
4.
To participate in regular supervision meetings with the relevant line manager and undertake appropriate in-service training.

5.
To undertake any other duties commensurate with the grade of the post and as agreed by the line manager / Director.
Note:
The preferred candidate will be offered the post subject to completion of a pre-employment check, carried out through Access NI, receipt of satisfactory references, and ratification by Youth Link Council. 
[image: image3.png]INs
“( youthlink




PERSONNEL SPECIFICATION
FINANCE / ADMIN OFFICER (16 hours/week)

Hours of work negotiable, days of work Monday, Thursday and/or Friday

This person specification outlines the essential and desirable skills required for the post.  

Shortlisting:  Applications will be shortlisted on the basis of Essential Criteria 1-7 & 11.  If the panel decide, from the information contained on your application, that you do not meet all of the essential criteria, then you will not be short listed.
Desirable Criteria: Desirable criteria will be applied at short listing stage should the panel decide that too many applicants meet all of the essential criteria.  It is important in making your application, that, along with the essential criteria listed above, you provide sufficient detail of all of the desirable criteria that you feel you meet.

Interviews:  Candidates will be assessed using all of the essential criteria.  
	CHARACTERISTIC
	
	ESSENTIAL
	DESIRABLE

	Qualifications
	1
	Level 2 Qualification, ie 4 GCSE’s, A*-C, to include English Language and Mathematics, or equivalent
	Text Processing / Word Processing Qualification at Level 2 or above

	
	2
	Sage Accounts Qualification, or equivalent
	Qualified / part qualified Accounting Technician, or equivalent

	Experience
	3
	A minimum of one year’s experience of working in an office in a finance support role 
	Experience of processing of salary and other payments

	
	4
	A minimum of one year’s experience (or equivalent) of  using Sage Accounts software 
	Experience of operating a Sage payroll system

	
	5
	A minimum of one year’s experience of using Microsoft Office, to include Word and Excel
	Experience with mail merge and formatting documents

	
	6
	A minimum of one year’s experience of working in an office in an administrative role
	Experience of providing reception cover

	Skills & Abilities
	7
	Good communication, inter-personal and organizational skills – written (must be evidenced in application) and verbal
	

	
	8
	Disciplined in approach to work and able to work to a high level of accuracy
	

	
	9
	Ability to adapt and work effectively under pressure, prioritise and manage workload and meet deadlines
	

	
	10
	Ability to work on own initiative and as part of a team
	

	General
	11
	Willing to work within the mission, vision and values of Youth Link: NI
	

	
	12
	Available for occasional work outside normal office hours
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SUMMARY TERMS & CONDITIONS OF SERVICE

FINANCE / ADMIN OFFICER (16 hours/week)

Hours of work negotiable, days of work Monday, Thursday and/or Friday

Salary Scale:


£17,277; £18,097; £18,917; £19,734; £20,308 per annum, pro rata



Appointment will be made commensurate with qualifications and experience

Leave Entitlement:
25 days per annum rising to a maximum of 30 days per annum, plus statutory holidays (calculated on a pro-rata basis)
Hours of Work:
Will normally be 16 per week (inclusive of paid breaks)

Hours of work will be negotiated with the successful applicant, however days of work will be restricted to Monday, Thursday and / or Friday


Operational requirements of the organisation may dictate that extra hours may be necessary on occasions. Any hours worked in excess of the normal weekly hours entitle the post holder to time off in lieu, by arrangement.

Location: 
The post holder will be based at Youth Link: NI, Farset Enterprise Park, 638 Springfield Road, Belfast BT12 7DY.  

Out of Pocket Expenses:  
Includes mileage allowance, incurred on the approved business of the organisation, will be paid in accordance with the Youth Link: NI Terms and Conditions of Service.

Contract:
The appointment is a permanent position and includes a probationary period of six months.
Pension: 

Eligible for membership of Youth Link’s occupational pension scheme.

Other conditions of service shall be those applying to employees of Youth Link: NI.

DECLARATION:
Youth Link: NI is committed to fairness and equality.

YOUTH LINK: NI

BACKGROUND NOTE

Youth Link: NI is the inter-church youth service for Northern Ireland and was established by the Catholic, Church of Ireland, Methodist and Presbyterian Churches in 1991.

Youth Link: NI is Churches working together to develop excellence in youth work and ministry, enabling young people and youth practitioners to be agents of transformation in a divided society.

Youth Link’s training programme for youth workers addresses the skills and issues in youth work, community relations and education for citizenship.  All training programmes and events operate with a distinctively Christian ethos.

Youth Link supports the Churches in providing opportunities for young people of different traditions and cultural backgrounds to develop mutual understanding, tolerance, acceptance and respect and be active contributors towards reconciliation and building a better society.

Youth Link: NI receives core funding from its member Churches, the Education Authority and the Community Relations Council.  

Youth Link’s team includes a Board of Directors and casual tutors / trainers who work alongside the full-time staff to deliver the programmes and to direct the work of Youth Link.
Youth Link:  NI is registered as a Company Limited by Guarantee in Northern Ireland, NI 071572; is a charity registered in Northern Ireland, NIC 103369; and is registered as a charity for tax purposes with the Inland Revenue under reference XR38102.
[image: image5.png]INs
“( youthlink




APPLICATION FORM

FINANCE / ADMIN OFFICER (16 hours/week)

Hours of work negotiable, days of work Monday, Thursday and/or Friday

	Personal Details


	Surname:  (Title) 

	First Name(s):


	Present Address for Correspondence:
	Permanent Address: (if different from Present Address)



	
	

	
	

	Postcode:
	Postcode:

	Mobile No:
	Tel No:  (Daytime Contact)

	Email Address:
	National Insurance No:


Referees

Please give the names and addresses of two referees.  The prior consent of referees must be obtained before using their names.  References may be taken up prior to interview.
	Name:
	Name:

	Job Title:
	Job Title:

	Address:
	Address:

	
	

	
	

	Tel No:
	Tel No:

	Email Address:
	Email Address:


We reserve the right to take up a reference from your present employer.

Qualifications
Detail your qualifications - GCSE, A’Levels and/or others:  

	Examining Board
	Year & Month
	Subject
	Level


	Result/Grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Further Education

	Name of College Attended
	

	Year Qualification Received
	

	Title of Qualification

(if an honours degree state class and division)
	

	Brief details of course:

	

	


Postgraduate Qualifications (Diploma, Masters, PhD etc.)

	Name of College Attended
	

	Year Qualification Received
	

	Title of Qualification
	

	Brief details of course:

	


	Please give details of professional qualifications and/or other qualifications relevant to this post, including in-service training, with dates:

	

	

	

	

	


Employment History
Present Employment Details

	Date Appointed
	
	Salary
	

	Name & Address of Employer
	

	

	Position and Nature of Duties
	

	

	

	Period of notice required
	


Previous Employment Details - use additional page if necessary

	From/To

Month/Year
	Name and Address

of Employer
	Job Title (indicate whether full or part-time) / brief details of duties
	Reason for

leaving & salary

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Experience of Voluntary Work

	From / To
	Name / address of organisation
	Nature of Voluntary Contribution

	
	
	

	
	
	

	
	
	


Attendance Record
How many days sick leave have you had in the past year? 


Please give particulars of any illness or injury which incapacitated you for more than seven days during the past two years.

Disability
Do you consider yourself to have a disability which is relevant to your job application?
YES / NO

If you have answered ‘Yes’ - is there anything we should know about your requirements in order to offer you a fair selection, or to make reasonable adjustments to work arrangements: eg interpreter, parking facilities, or any other form of assistance?  (please specify)

Mobility
Do you have access to a car?                                                                                       Yes  (      No  (
Do you hold a full current driving licence?                                                                  Yes  (      No  (
If you have answered NO to either of the above mobility questions and you consider yourself to have a disability which is relevant to your job application, can you demonstrate that you can fulfil the mobility requirement of the post for which you are applying?

Further Information

Enclosed you will find a copy of the Job Description, Personnel Specification, a brief summary of Terms & Conditions applicable to this post and some background information about Youth Link.

job description is a broad statement of the purpose, scope, responsibilities, relationships and tasks which constitute this post - based on what is actually done by the person in post at a particular time.  It therefore varies with the employee and his or her development and the job's development and changing circumstances.

Personnel specification is a statement of the knowledge, skills and attitudes required to carry out the tasks which constitute this job.  It indicates the previous experience and personal qualities needed for success in this post.

Please provide information in respect of the criteria stated in the Personnel Specification relevant to your application – please use additional sheets if necessary.

ESSENTIAL CRITERIA:

	Level 2 Qualification, ie 4 GCSE’s, A*-C, to include English Language and Mathematics, or equivalent

	

	Sage Accounts Qualification, or equivalent

	

	A minimum of one year’s experience of working in an office in a finance support role 

	

	A minimum of one year’s experience (or equivalent) of  using Sage Accounts software 

	

	A minimum of one year’s experience of using Microsoft Office, to include Word and Excel

	

	A minimum of one year’s experience of working in an office in an administrative role

	

	Good communication, inter-personal and organizational skills – written (must be evidenced in application) and verbal

	

	Willing to work within the mission, vision and values of Youth Link: NI

	


DESIRABLE CRITERIA
	Text Processing / Word Processing Qualification at Level 2 or above

	

	Qualified / part qualified Accounting Technician, or equivalent

	

	Experience of processing salary or other payments

	

	Experience of operating a Sage payroll system

	

	Experience with mail merge and formatting documents

	

	Experience of providing reception cover

	


Please expand / reduce box sizes as required.

warning

Any employee found to have knowingly given false information, or to have wilfully failed to disclose any relevant fact, will be dismissed.
DECLARATION:
I declare that, to the best of my knowledge and belief, all the information recorded in this application form is true.

Signed  
        Date  


Closing Date for Receipt of Applications:
Tuesday 30 May 2017 @ 12 noon

Anticipated Date of Interview:
Week commencing Monday 5 June 2017 
Please return to:
Helen Blackley, Youth Link: NI




Farset Enterprise Park




638 Springfield Road




BELFAST BT12 7DY
NB:  Applications submitted by e-mail to Helen@youthlink.org.uk will be accepted; however a signed and dated hard copy must also be provided by the successful applicant.  

CV’s will not be accepted or reviewed.
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An Equal Opportunities Employer

	Equal Opportunities Monitoring

	MONITORING QUESTIONNAIRE


Private & Confidential

  Ref No:  REF:  FINPT/YL/

Youth Link: NI is an Equal Opportunities Employer.  We do not discriminate on grounds of religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our applicants and employees, as required by the Fair Employment and Treatment (NI) Order 1998.

Regardless of whether we practice religion, most of us in Northern Ireland are seen as either Catholic or Protestant.  We are therefore asking you to indicate your community background by ticking the appropriate box below.


I am a member of the Protestant Community



     

I am a member of the Roman Catholic Community


     

I am a member of neither the Protestant nor the Roman Catholic  
     

Community

   Please indicate whether you are:
Male

 Female      

  Date of Birth:

______________________________

If you do not complete this questionnaire, we are encouraged to use the “residuary” method, which means that we can make a determination on the basis of personal information on file/application form.

Note:  It is a criminal offence under the legislation for a person to “give false information … in connection with the preparation of the monitoring return”.

When you have completed this form, it should be sealed in an envelope marked "Equal Opportunities Monitoring", and returned with your application form.

Thank you for your co-operation.


