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Job Description
Date:


May 2019
Job title:

Finance Assistant 
Responsible to:
Finance Manager
Status of Post:
Full time, ongoing core post subject to funding.  
Salary:
Salary equivalent to NICVA Scale D, NJC points 9 - 12 (£20,344 - £21,589)
Key working relationships: Finance Unit and other NICVA staff 
Summary of main responsibilities:

· To assist in the delivery of financial administrative services within NICVA’s Finance Unit.
General Finance Administration - Specific duties:
1 To ensure that appropriate manual and computerised financial records are maintained.
2 To undertake the monthly issuing of debtor statements and contacting debtors as appropriate.
3 To undertake the processing of incoming and outgoing invoices using appropriate computer packages.
4 To undertake the processing of petty cash requisitions in line with NICVA’s finance procedures.
5 To assist the Finance Manager in the provision of financial information for budget holders and management.
6 To provide support to the Finance Manager during audit visits.
7 To assist the Finance Manager in the submission of quarterly claims to funders.
8 To undertake monthly bank reconciliations.
9 To answer finance related queries from external and internal customers.

10 To assist in completion of the monthly payroll and ensure all changes in rates or methods of paying SSP, SMP, Tax and National Insurance are in line with legal requirements. To ensure nominal information is analysed using a cost centre approach.
11 Maintain NICVA membership and Grant Tracker subscriptions.
Other Duties
1. To contribute to the promotion of NICVA.

2. To undertake such other reasonable duties as NICVA may from time to time require.

Personnel Specification
Job title:
Finance Assistant
Experience

Essential

1. 2 years’ working experience in a finance role
2. 1 year’s working experience using an accounting computer system such as SAGE or equivalent
3. Proficient in the use of email, internet and Microsoft Office to include demonstrable working experience of Excel
Desirable
4. 1 year’s working experience of payroll administration

Qualifications

Essential

1. 5 GCSE’s at Grade C or above or equivalent, including Maths and English
Desirable
2. Qualified or part qualified at Accounting Technician level or equivalent

Skills


Essential
1. Ability to work to a high level of accuracy
2. Good organisational skills and ability to prioritise workload

3. Effective oral and written communication skills

4. Demonstrable ability to develop good internal and external working relationships

Other requirements
Essential

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

2. Committed to NICVA’s policy of Equal Opportunities

3. An interest and understanding of the voluntary and community sector in Northern Ireland.
Assessment Method - Finance Assistant – April 2019

	Criteria
	Essential / Desirable
	Method of Assessment

	Experience

2 years’ working experience in a finance role 

1 year’s working experience using an accounting computer system such as SAGE or equivalent 

Proficient in the use of email, internet and Microsoft Office, in particular, demonstrable working experience of Excel

1 year’s working experience in payroll administration


	Essential

Essential

Essential

Desirable
	Application form and interview

Application form and interview

Application form and pre interview task

Application form 

	Qualifications

5 GCSE’s at Grade C or above including Maths and English, or equivalent

Qualified or part qualified at Accounting Technician level or equivalent


	Essential

Desirable 
	Application form. Copy of qualifications taken at interview
Application form 

	Skills

Ability to work to a high level of accuracy 

Good organisational skills and ability to prioritise workload

Effective oral and written communication skills 

Demonstrable ability to build and develop good internal and external working relationships


	Essential

Essential

Essential 

Essential
	Application form and pre interview task

Interview

Application form content, pre interview task and interview

Interview



	Other requirements
Ability to work within the mission, vision and values of NICVA.

Committed to NICVA’s policy of Equal Opportunities 

An interest and understanding of the voluntary and community sector in Northern Ireland.
	Essential

Essential

Essential
	Interview

Application form

Interview
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