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JOB DESCRIPTION
	Role:
	Finance Administrator

	Reporting to: 
	Finance Manager

	Direct Reports:
	N/A

	Salary Scale:
	Band 6, Pay Point 29-32 [£24,043 - £26,667]


	Hours:
	35 hours per week

	Location:
	HQ Office / Hybrid Working

	Date:
	July 2024


The Cancer Fund for Children is the leading voluntary organisation working for children and young people living with cancer and their families in Ireland, providing core services across the island.

Job Purpose:
The Finance Administrator supports the financial operations of the charity across the island of Ireland , ensuring accuracy and compliance in financial record-keeping and transactions. This role involves being the key conduit with finance and the Income generation team ; assisting with maintaining detailed financial records, processing regular bank and income reconciliations ; assisting with processing payments, and supporting budget management. The Finance Administrator ensures adherence to financial regulations and charity-specific guidelines in both jurisdictions, contributing to the efficient use of resources. This position plays a key role in supporting the Finance Manager , Income Generation and Finance Team in optimising financial processes and enhancing the charity's ability to deliver its programs and services effectively.

Main Responsibilities:
1.  Income and Bank Reconciliations and Ledger Assistance.
Assisting with managing and maintaining the financial accounting system and processing of day-to-day financial information, including purchases, sales, payments, and nominal ledger transactions. 

·  Income Reconciliation – Regularly liaise with the Income generation team to agree the  weekly upload of to date Income transactions from the CRM system to the finance system .
·  Income Processing – Prepare, process and upload to the bank module all income transactions from the CRM  for all entities on a weekly basis.
·  Income and Bank Matching - Match CRM upload transactions received with Bank receipts on the finance system on a weekly basis.
·  Bank Reconciliation – Reconcile all transactions with the Charity’s bank statements on a weekly basis and identify and report any unusual transactions or errors to management.
·  Record Maintenance - Maintain organized and accurate documentation of income and bank reconciliation processes, including supporting documents and reconciliation reports.

· Maintain accurate and up-to-date Banking ledger records ; Ensure compliance with data retention policies and financial regulations.
·  Expense Management – Assist with processing employee expense claims, ensuring compliance with charity policies ; Verify receipts and documentation supporting expense claims ; Ensure reimbursement of approved expenses according to agreed payment schedule.
· Month-end and Year-End tasks - Assist with month-end and year-end closing processes ; Support the Finance Manager with audit preparation and queries.
· Compliance and Controls: Assist with ensuring all Financial Transactions comply with Charity policies and relevant regulations ; Assist in implementing and maintain internal controls within the broader finance function ; Support the development and enhancement of financial policies and procedures. 
· Communication and Collaboration: Collaborate with the Income generation function to resolve income related  discrepancies ; Assist with providing financial information and support to budget holders and internal stakeholders as needed ; Assist Collaborate with other departments to resolve purchase order discrepancies.

· Assist with reconciling all credit card reports with the Mastercard report and finance system. 
2. Reporting
· To prepare Finance system reports, as directed by the Finance Manager.
· To assist in the production of Monthly Budget Holder reports , Management Accounts and Board Reports.

3. Payroll
·  Provide administrative assistance with Payroll and pension processing as and when required. 
4. General Duties
·  Lead on interaction with the Income Generation teams to provide a high level of financial information, when required.
·  Be available for ongoing professional development/training opportunities e.g.: IATI or equivalent if not already qualified.
·  Be available for planning, review, support, and appraisal meetings.
·  Undertake any other reasonable duties and specific projects as assigned by management to contribute to the overall aims of the Cancer Fund for Children. 
Person Specification

	Key Criteria
	Essential
	Desirable

	Qualifications
	· 5 GCSE including English and Maths (A-C Grades)
· Studying for a professional recognised accounting qualification, such as IATI and a minimum of 2 years’ experience in a financial administrator/assistant role. Or.
· 3 Years’ experience in a finance administrator / assistant role
	· Educated to degree level.


	Experience / Knowledge
	· Proven experience in the use of a computerised accounting system.
· Proficiency in accounting software and MS Office, particularly Excel.
· Experience in processing invoices, reconciling accounts, and handling financial transactions.
· Proven experience in a finance or accounting role, preferably as a Finance Administrator, Finance Assistant, or similar position.
	· Experience of the Third Sector and Issues relating to children, young people and families dealing with cancer.
· Knowledge of Charity Accounting
· Experience of using Accounts IQ


	Skills & Competencies
	· Efficiency and effectiveness: manage and prioritise multiple pieces of work without supervision. Accurately deliver results while meeting strict deadlines.

· Confidentiality: ensure that all financial information is handled with discretion and integrity.

· Communication:  excellent written, verbal, and interpersonal skills with colleagues and stakeholders.
· Analytical: critical thinking skills with ability to anticipate problems and proactively provide solutions.
· Teamwork: can motivate, coordinate, and liaise with colleagues through excellent team-player skills.

· Adaptability: ability to change when required for the need of the organisation

· Resilience: does not give up easily and is outcome focused.

	

	Job Circumstances
	· Committed to Cancer Fund for Children’s vision and mission. 

· Ability to travel as required.
· Ability to travel independently – Cancer Fund for Children defines this as being a car driver and a holder of driving licence, or having access to a form of transport which will permit the applicant to meet the demands of the role.


	


This job information is not intended to be either restrictive or definitive. It is important to note that the responsibilities of the post may change to meet the evolving needs of the organisation.
NB:
The organisation reserves the right to enhance the above criteria to facilitate short-listing.
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