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Quality Care - for you, with you





	JOB DESCRIPTION & PERSONAL SPECIFICATION                                                            Ref:  D/SV Fin Ad/July 17


	Job Title: 
	Finance Administrator (Maternity Cover)

	Accountable To:  
	Finance Manager 

	Responsible For:   
	Volunteers & Students



JOB LOCATION 

This post will be based in our resource centre in Newry city but dependent on the needs of the organisation you may be required to work at any of our venues as your place of work or travel to any place which the organisation requires, including other local women’s aid refuges, offices or community based venues.  
JOB SUMMARY 
​​
1. To assist the Finance Manager and finance team in ensuring the efficient and effective operation of Women’s Aid Armagh Down ltd administrative and financial systems.  

2. To ensure duties are carried out in accordance with the organisational policies and procedures and good practice guidelines. 

3. To support the aims and principles of Women’s Aid in supporting and empowering women and children.  
4. Provide a quality service that meets Supporting People standards, Safeguarding standards for Children and vulnerable adults, legal requirements, Women’s Aids’ internal standards / policies and funder’s requirements.  
5. To take all possible steps to ensure the safety, confidentiality/data protection and reduction of risk of the service users, staff and the management of Women’s Aid. 
1.0 Key Tasks and Responsibilities
1.1 Carry out general admin duties which include answering phones, postal procedures, maintaining filing systems and preparing minutes of finance meetings
1.2 Liaising with suppliers, placing orders and reviewing costs 

1.3 Maintaining purchase order system and collating relevant documents
1.4 Updating records of all cash and non-cash donations;
1.5 Ensuring all income received is recorded correctly and banked fortnightly
1.6 Monitoring and recording petty cash transactions
1.7 Recording and reporting IT issues via online ticketing system
1.8 Carry out credit control procedures on a monthly basis 
1.9 Update and maintain staff payroll records and expense claims
1.10 Assist with the monthly payroll process
1.11 Update fixed assets register and record all disposals
1.12 To assist with the preparation and submission of reports to the Management board
1.13 Collate relevant information and assist with the production of returns as required by funding bodies
1.14 To assist with end of year returns and financial audit
1.15 Maintaining financial systems and procedures in line with best practice
1.16 Other Duties
​​​​​​​​

1.17 To attend meetings and training days when required;
1.18 To assist in the induction and training of new team members including volunteers and student placement when required.

1.19 To participate in fundraising activities.
1.20 To maintain good public relationships between and with relevant voluntary, statutory and public agencies and liaise as appropriate

1.21 To assist in the implementation, monitoring and review of all financial service delivery for quality assurance systems. 
1.22 
To work in close collaboration with the full team within women’s aid ensuring clear and 
effective 
communication and organisation of service delivery.
1.23 To keep up-to-date with changes in legislation and working practices and ensure 
Women’s Aid 
standards and Women’s Aid requirements are met at all times.  
1.24 To be fully aware of the child and adult safeguarding and protection procedures in Women’s Aid 
and report to your line manager any concerns or issues in this area.
1.25 Promote women’s aid’s Aims, objectives and self-help ethos. 

2.0 HEALTH & SAFETY
3.1 
To adhere to Women’s Aid Health & Safety policy, procedures and practices
3.2 
To work jointly with the designated Health & Safety officer to ensure safe and effective 
management of all women’s aids premises.
3.3 
To take shared responsibility to ensure that essential repairs at Women’s Aid premises are carried 
out.  
3.0 PROMOTING THE WORK OF  WOMEN’S AID

4.1
Collaboratively assist women’s aid team to raise awareness of domestic and sexual violence within the local and wider community.

4.2
Help develop positive working relationships with key partner agencies and stakeholders to achieve better outcomes for women and children affected by domestic / sexual abuse and violence 
4.3
Promote volunteering within Women’s Aid and assist in the development of volunteering opportunities within your team through guidance and support.  

4.4
Support the promotion of Women’s Aid’s public and media profile through participation in training and multi-agency forums when requested.
5 INTERNAL 

5.1 
To have a clear understanding of, and to work within, the policies, standards and 
procedures required by the law,  Women’s Aid, and funders.    
5.2 
To help create and share an understanding of the policies, standards and procedures required by 
law, Women’s Aid and funders with new members of staff, volunteers and placement students.  
5.3 
Assist with the development, monitoring and evaluation of the work of Women’s Aid through 
accurate information recording and maintaining monitoring systems.  
5.4 
To take responsibility for supporting all aspects of the management and administrative of the 
organisation.
5.5 
To deal with correspondence, produce written reports when required and be self servicing. 
5.6 
Participate in team meetings, supervision and appropriate training in agreement with the Senior 
Management Team and the CEO.
4.0 WORKING APPROACH

6.1 Demonstrate and promote the organisation’s ethos of informed choice, and its vision, values and feminist principles.  

6.2 Work collaboratively and assist, as appropriate, other Women’s Aid workers.   This includes regularly attending team meetings, supervision, appropriate training, other relevant meetings and keeping colleagues up to date on relevant work issues.  Ensuring that decisions regarding the work of Women’s Aid are followed up.  

6.3 Maintain clear and accurate records of work done and in progress, ensuring they are accessible to other staff.  

6.4 Provide support in the induction and training of new team members and volunteers as required. 
6.5 Support the CEO, senior management and Directors in creating a continuously improving organisation focused on service users.  

6.6 To carry out any other task that might be required from time to time in the interest of the effective running of the organisation.  
7
EQUAL OPPORTUNITIES STATEMENT 

7.1
Take a proactive role in promoting Women’s Aid equality and anti-discriminatory policies 
throughout all aspects of the work.

7.2
To ensure the complexity of different needs faced by all service users are recognised 
appropriately.  

8           DATA PROTECTION & FREEDOM OF INFORMATION
8.1
To ensure that compliance with current law regulation and best practice in respect of data 
protection and freedom of information for manual and computerised records in accordance with 
the organisations policies and procedures. 
9
FLEXIBILITY STATEMENT

9.1
Be flexible and responsive to project needs by being available to work evenings and weekends if the need arises
9.2
It may be necessary, following consultation, to amend the job description in light of experience and 
changing circumstances.  

9.3
To be part of the backup rotas for refuge as needs require
9.4
To attend meetings and training days as required

9.5
To participate in fundraising activities as required

9.6
To undertake other such reasonable duties as Women’s Aid Armaghdown may from time to time 
require.

9.7
This job description cannot cover every issue or task that may arise within the scope of the post.  
The post-holder will be expected to carry out other duties from time to time which are broadly 
consistent with the duties detailed above.  

10
SUBJECT TO: 

​​

10.1
This post is subject to satisfactory Access NI / Enhanced Disclosure checks.

10.2
This post is also subject to the receipt of two satisfactory references. 
10.3
Please note:  A criminal record will not necessarily be a bar to obtaining a position in Women’s Aid 
Armaghdown. 

PERSONNEL SPECIFICATION

EMPLOYER'S NAME:

 Women's Aid Armaghdown

JOB TITLE: 


Finance Administrator
FACTORS

ESSENTIAL




DESIRABLE




Qualification    A good standard of education
Working towards or have completed a
GCSE or equivalent 

 recognised financial qualification.
Experience
Demonstrate the ability to work on 

Experience of working in finance on a

own initiative in a financial setting.  

Computerised accounting system
Skills & Ability Demonstrate proficiency in MS-Office 
Previous experience of working in a Finance


Application packages (in particular excel 
Department within a charity setting



and Outlook)

Access to transport suitable for carrying


Out the day to day duties of this post. 


Knowledge
Knowledge of bookkeeping & accounting
A knowledge of and commitment to

Principles




Women’s issues particularly in relation to






domestic /sexual violence and abuse

Other 
Commitment to work within and promote 
Women’s Aid Armaghdown Vision, Aims
and Values
Salary 
£7.82 per hour

Hours:

25 hours per week. 
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