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Glasgowbury
Job Description 
Job Title: Finance and Administration Officer.
Duration: Part Time Temporary position for 12 months with possibility of extension subject to funding being secured.
Key Function: To support the administration and financial aspects of the Inclusive Accessible Multi Media (I AM) programme. This programme has been supported under the Personal Youth Development Programme (PYDP), a new initiative by International Fund for Ireland. It will seek to engage young people aged 16-25 years in a programme focused on personal development, good relations and employability for an initial period of 12 months. This post has been supported under the Personal Youth Development Programme (PYDP), funded by the International Fund for Ireland (IFI) and managed by the Rural Development Council (RDC). The aim of PYDP is to help young people build and develop life skills that foster good relations, build confidence and resilience and make them more employable.
Responsible to: Board of Glasgowbury 
Location: 20a High Street Draperstown BT45 7AA
Salary: NJC Salary Scale 2 SCP 11 £15,807 (Pro Rata i.e. £6,322.80 p.a. /15 hours per week)
Key Duties
1:
Finance:

· To establish the necessary financial systems, manage and monitor spend and complete monthly quarterly, annual and other required returns.

· To set up and maintain computerised and manual financial records and any other financial information required by the project.

· To liaise with our PAYE administrator / HMRC to ensure efficient and timely calculation and payment of salaries and completion of monthly and annual returns to meet statutory requirements.

· To work closely with other PYDP staff, committee and the Managing Agent (Rural Development Council) to ensure the PYDP financial guidelines are followed for the life of the programme.

· To maintain and prepare records and the documents required for the release of monies from the funder and to liaise with the Managing Agent to submit claims regularly to ensure cash-flow is maintained.

· To work closely with the Treasurer to prepare finance reports, prepare annual accounts and write up financial reports related to the work of PYDP.

· To undertake any finance tasks which contribute to the smooth and effective running of the organisation.

2:
Administration:

· To develop appropriate administrative systems and provide high quality administrative support to the programme and all staff to ensure that the resources available are used efficiently and effectively.

· To arrange layout of rooms for all activities under the PYDP Programme and organise hospitality for meetings.

· To prepare minutes, management accounts and other supporting documentation as required.

· To organise and maintain filing systems – electronically and manually.

· To prepare and maintain all PYDP records.

· To process and record telephone calls and post.

· To seek quotations and ensure that procurement guidelines are adhered to at all times.

· To assist the team in preparing recruitment forms, attendance forms and programme materials.

· To ensure all reports are completed, expense forms and invoices are paid in a timely manner.

· To receive and record fees / documentation made by training providers / tutors.

· To prepare agendas, minutes and other related documentation for meetings including the Advisory / Steering Committee to be set up as part of this programme.

· To assist in the preparation of promotional and training materials.

· To organise trainings, seminars, workshops, conferences and gatherings/events as requested.

· To maintain the office area, with a particular regard to cleanliness, tidiness and safety.

· To undertake any administrative tasks which contribute to the smooth and effective running of the organisation.

PERSONNEL SPECIFICATION

Essential Criteria

It is essential that candidates possess the following:

Experience / Educational Attainments:
· GCSE (or equivalent) in English and Maths, Grade C or above.

· Minimum of 2 years’ experience in finance and administration.

Skills/Abilities:

· Excellent IT skills with a working knowledge of Microsoft Office, including Word, Powerpoint and Excel.

· Good organisational and presentational skills.

· Excellent written and verbal communication skills.

· Ability to work unsupervised, prioritise workloads and work on own initiative.

· Book-keeping skills.
· Ability to maintain effective administrative systems in line with the post’s organisational duties.

· Experience of monitoring budgets.
· Ability to communicate and work in line with funders requirements.
· Effective personal and interpersonal skills.
Desirable Criteria:
· Familiar with the use of websites, social media i.e. Facebook, Twitter etc.

· Experience of cross community, community relations and good relations work.

· Assisting with the planning, organisation and delivery of community development events and initiatives.
· Experience of using SAGE Accounting Package.
Note: Glasgowbury reserve the right to amend criteria if required to do so.
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Glasgowbury

APPLICATION FORM

PRIVATE & CONFIDENTIAL

	POST: Finance & Administration Officer
	CLOSING DATE: Friday 21st April 2017 at 12 noon


Please complete all sections of this application form accurately, giving as many details as possible of your skills and experience relating to this job application and the related personnel specification. Please note CV’s must not be included as part of your application and if submitted will not be considered. It is therefore important that this form is completed with sufficient information to demonstrate how and to what extent you meet the job requirements. Glasgowbury reserves the right to shortlist only those applicants who appear from the information supplied in the application form to meet the requirements of the post, as detailed in the personnel specification. Only those shortlisted will be progressed to the next stage of the recruitment process.  

Please complete the application form along with a separate envelope containing the Equal Opportunities Monitoring Questionnaire and return:

By post in an envelope clearly marked ‘Private and Confidential’ to Emmet Heron, Chairperson, The Cornstore Creative Hub, 20a High Street, Draperstown, BT45 7AA.
Or email application and monitoring form to gmail@glasgowbury.com  

Short listing will take place on Monday 24th April 2017 and interviews on Friday 28th April 2017. 
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POSITION APPLIED FOR:  
SURNAME:                                                                            MR/MRS/MS

FORENAMES:   

ADDRESS:  

POSTCODE:  

TELEPHONE NO:  
Work:              

                  Home: 
                                    Mobile:                                         Email:   
	Secondary & Further Education

	Subjects
	Grade

	
	


	University/Third Level Education

	University/College
	Degree/Other Qualifications Awarded (Please state Class & Division)

	
	


	Professional Qualification

	Qualification
	Exam Date
	Result

	
	
	


	Employment History (Please start with your present or most recent employment)

	Dates
To & From
	Name & Address of Employer
	Position Held & Brief
Outline of Duties
	Reason for Leaving
	Salary

	
	
	
	
	


	Medical History/Disability

	In line with the Disability Discrimination Act 1995, a disability is defined as ‘a physical or mental impairment which has a substantial and long-term adverse effect on your ability to carry out normal day to day activities.  Please detail if you consider yourself as having a disability.



	Give details of any illness, operation or accident resulting in lengthy absence from work.




	Accompanying Statement – ESSENTIAL CRITERIA

	Please use this part of the application form to describe how you feel you meet the essential criteria for the post. The panel will use the information to assess your application against the criteria for the post.  

	GCSE (or equivalent) in English and Maths, Grade C or above (max.200 words)



	Minimum of 2 years’ experience in finance and administration. (max. 200 words)

	Excellent IT skills with a working knowledge of Microsoft Office, including Word, Powerpoint and Excel. (max. 200 words)



	Good organisational and presentational skills. (max. 200 words)



	Excellent written and verbal communication skills. (max. 200 words)


	Ability to work unsupervised, prioritise workloads and work on own initiative. (max. 200 words)


	Book-keeping skills. (max. 200 words)
 

	Ability to maintain effective administrative systems in line with the post’s organisational duties. (max. 200 words)


	Experience of monitoring budgets. (max. 200 words)


	Ability to communicate and work in line with funders requirements. (max. 200 words)


	Effective personal and interpersonal skills. (max. 200 words)


	Accompanying Statement – DESIRABLE CRITERIA

	Please use this part of the application form to describe how you feel you meet the desirable criteria for the post.  The panel will use the information to assess your application against the criteria for the post.  

	Familiar with the use of websites, social media i.e. Facebook, Twitter etc. (max. 200 words)



	Experience of cross community, community relations and good relations work. (max. 200 words)

	Assisting with the planning, organisation and delivery of community development events and initiatives (max. 200 words)



	Experience of using SAGE Accounting Package (max. 200 words)




	Relevant involvement in community and voluntary work (Please state paid or unpaid)

	


	Date you would be free to take up the post, if appointed: 




	REFEREES - Please provide the name and address of two referees who should have knowledge of you in a working/academic capacity (one should be your most recent employer if relevant).  References will only be taken up at appointment stage.

	Current Employer - (Or if not currently employed, most recent Employer)
	Other

	Name:  

Position:  

Address: 

Tel No: 
	Name: 

Position: 

Address: 

Tel No: 


	Are you eligible to work in the UK:                    


You will be required to provide documentation to support this claim (under Section 8 of the Asylum and Immigration Act 1996) if offered the post.




	I certify that all the information I have given is correct to the best of my knowledge.  I understand that knowingly giving any false information may result in any job offer being withdrawn or, if appointed, to dismissal.

Signature of Applicant: .........................................................      Date: ....................................



Please return the completed form by Friday 21st April 2017 at 12 noon to

Emmet Heron, Chairperson, The Cornstore Creative Hub, 20a High Street, Draperstown, BT45 7AA.
Or by email to gteam@glasgowbury.com

Glasgowbury
Monitoring Questionnaire

We are 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 employees, as required by the Fair Employment (NI) Order 1998.
1.
Perceived Religious Affiliation
	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 Roman Catholic community

	(


2.
Gender

	Please indicate whether you are:
	 Female
	(
	Male     
	(


3.
Disability

In line with the Disability Discrimination Act 1995, a disability is defined as “a physical or mental impairment which has a substantial and long term adverse effect on your ability to carry out normal day to day activities”

Having read this definition, do you consider yourself to have a disability? 
    

Yes   (     

No   (     

1. Age Band
	16 – 20
   
	(
	21 – 30
   
	(
	31 – 40

	(
	65+
	(

	41 – 50   
	(
	51 – 60   
	(
	61 – 65   
	(
	
	


5.
Cultural/Ethnic Origin

	White

	(
	Pakistani
	(
	Chinese
	(

	Traveller
	(

	Black/African-Caribbean
	(
	Indian
	(

	Other (please specify)    _______________________________


Finance & Administration Officer 
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