Job Description

POST TITLE:
Finance Manager
REPORTS TO:
NIEL Operations Manager
LOCATION:
NIEL Offices, 89 Loopland Drive, Belfast BT6 9DW
STATUS OF POST:
6 months (with option for extension) 
SALARY AND BENEFITS:
Scale: NICS - EO11, (£23,428) pro rata plus 7.5% pension contribution
HOURS:
22.5 hrs (3 days per week equivalent)

INTRODUCTION

Northern Ireland Environment Link (NIEL) is the networking and forum body for organisations interested in the environment of Northern Ireland. NIEL helps members understand complex issues and presents a unified voice by bringing together a wide range of knowledge, experience and expertise which can be used to help develop policy, practice and implementation across a range of environmental fields.
The Finance Manager contributes to the sound management of the organisation by providing specialist skills in accounts and financial reporting. The Finance Manager reports to the NIEL Operations Manager. 

Specific Duties:
Financial Management & Reporting

1. Maintain (and enhance as required) a well-documented financial management process for NIEL.
2. Maintain the financial ledger records, making appropriate recommendations on methods of recording and monitoring budgetary outcomes.
3. Prepare in liaison with Chief Executive Officer, annual/quarterly budgets and reports, cash flow forecasts and accounts for Project Managers, NIEL Finance & Human Resources Sub Committee, NIEL Board of Directors, funders and other regulatory bodies (HMRC, Charity Commission, Companies House etc).
4. Be the main interface for NIEL accountants for end of year accounting and liaising with them to ensure NIEL Board of Directors is briefed on statutory financial requirements.
5. Support NIEL staff with budgetary projections for funding applications and preparing grant receipts and finance reports for projects.
6. Be the main interface for NIEL network for membership subscriptions.
7. Coordinate monthly staff payroll in liaison with payroll service providers.
8. Deal with day to day banking operations, credit card transactions, bank reconciliations, invoice payments, petty cash and staff expenses.
9. Coordination of NIEL’s pension arrangements in compliance with legislation
10. Update systems and improve processes where appropriate for finance to improve overall effectiveness. 
Other
1. The post-holder will also be required to assist with general office management duties.

2. There may be a requirement to work additional hours in fulfilment of the role, and to occasionally travel throughout Northern Ireland as and when required. 

PERSON SPECIFICATION
Essential Criteria 
Education and Training
Educated to A level or equivalent.

Knowledge and Experience

1. Experience of using SAGE 50 accounts package for general bookkeeping, including producing financial accounts and management reports.

2. Experience of liaising with auditors, banks and other regulatory bodies.

3. Experience of producing financial reports, budgets and information for funders.

4. Experience of monitoring complex budgets.

5. Experience of working on own initiative in a financial setting.
Skills and Competencies
1. Highly numerate with experience designing and managing integrated, multi-sheet financial records.
2. Good interpersonal skills demonstrable ability to develop and maintain good working relationships.

3. Excellent communication skills in English including the ability to communicate clearly both orally and in writing.

4. Commitment to equal opportunities and community ethos.

5. Self-motivating and able to prioritise and manage own workload to meet deadlines.

6. Computer literate with experience of MS Office, internet, e-mail and in particular MS Excel.

7. Willingness to undertake training and to develop new skills in response to the organisation’s changing needs.

Desirable Criteria 

Education and Training

Relevant qualification or other training related to financial management.

Knowledge and Experience

1. Experience of working with voluntary and community organisations.
2. Demonstrable experience working in a busy office.
3. Experience of developing organisational management systems.
Personal Disposition

1. Demonstrable interest in and concern for the environment.
2. Access to form of transport.
3. Honest and trustworthy.

1. Ability to work within the mission, vision and values of NIEL.

2. Commitment to high quality of work.

3. Commitment to co-operative working and supportive of other staff.

4. Professional attitude to confidentiality.

5. Ability to work on own initiative and with minimum supervision.

6. Enthusiastic.

7. Adaptable and flexible attitude. 
Northern Ireland Environment Link reserves the right to enhance the above criteria to facilitate shortlisting.

Only application forms containing all the information which has been sought will be considered.  The shortlisting panel will base shortlisting decisions on the information contained within the Essential and Desirable Criteria (if applied) narrative sections.  It is the applicant’s responsibility to provide sufficient relevant information, including dates, in this section of the form for assessment against each criterion.  Applications will only be accepted on Northern Ireland Environment Link’s application forms, available for download from the website: www.nienvironmentlink.org.  CV’s will not be accepted.

Job offers are subject to references and that all information in the application is accurate and not misleading.

Northern Ireland Environment Link is an Equal Opportunities Employer.
CLOSING DATE for receipt of applications is noon, Friday 24th November 2017. Interviews are likely to be held in week commencing 4th December 2017.
Please send your completed application form to: 

Northern Ireland Environment Link, 89 Loopland Drive, Belfast BT6 9DW

OR

Email: iona@nienvironmentlink.org
