ROLE PROFILE   
                                                 L’Arche Belfast                                           

	Role Profile:                    Finance and Admin Support Assistant     

                                        (An excellent opportunity to join an expanding organisation)


	Reporting to:
	L’Arche Business Manager


	Responsible for:
	To support the CEO and Business Manager enhancing the organisational effectiveness and efficiency

 

	Main Job Purpose:

	The role will provide finance and admin support assistant to the Business Manager and the leadership team with an array of financial duties, delivering effective administration processes, whilst at all times, working accurately and courteously to achieve high levels of quality of care and service for our core members which is at the heart of our organisation.


	Key Performance Measures:

	· Will be well organised, motivated, cheerful and an enthusiastic person

· Professionalism and helpfulness of telephone manner and efficiency of call management 

· Quality and accuracy of documentation and data completed and efficiency of processing same to meet deadlines

· Projecting a professional and reputable image for L’Arche Belfast and acting as an ambassador for the organisation at all times
· Maintaining a proactive and professional attitude to work



	Responsibilities:

	The Finance and Admin support Assistant will be responsible for supporting the Business Manager in the organisation with maintenance and development of administration, financial and information systems associated with managing a busy organisation within the charity sector.
The post holder will be privy to information that is confidential and will be expected to work in a manner that protects sensitive information.

In fulfilling this role, the job holder will undertake the following activities:
· Providing administrative and financial support to the leadership team.
· Providing support with the reconciliation of accounts for the community.
· Providing support in completing core members finance reviews on a regular basis. 

· Providing efficient administration services general office work - telephone enquiries, sorting emails etc 

· Using a variety of software packages mainly Sage 50 and Microsoft Office 
· Providing support with the completion of schedules and rotas for the employees within L’Arche. 

· Collating accurate payroll information on a weekly/monthly basis. 

· Providing support budget planning for the year and reviewing on a regular basis to make sure the community are within their budgets at all levels.

· Providing support to the leadership team with systems, as well as introducing and providing training on new systems. 

· Ensure compliance with organisations policies and procedures at all times.
· Ensuring that the organisation is supported to deliver upon its organisation plans

· Taking responsibility for organising and co ordinating administrative activities to ensure organisation effectiveness and efficiency

· Any other duties as requested and directed by management from time to time.


	Requirements of the Job:

	To fulfil this role, the job holder will need an ability to:  
· Maintain a flexible approach to provide support as required by the management team.

· Be an excellent team player.
· Excellent attention to detail.
· Work independently, and in conjunction with other colleagues, in a busy, active environment, and without constant supervision.
· Present a consistently professional image through attitude, behaviour and personal appearance. 

· Work as part of the team in order to achieve results for the organisation.
· Support colleagues as and when required to ensure all deadlines are met within allocated timeframes.
· Excellent time management. 
· Assist with the training and development of others from time to time
· Demonstrate initiative  

· Continue to develop skills/knowledge


	Knowledge Required to Fulfil this Role Effectively:

	· The applicant should have strong computer skills and be experienced with working with Microsoft Office, particularly Microsoft Excel.
· Numeracy and Literacy.
· Working knowledge of general office equipment (i.e. telephone systems, copiers, fax machines, scanners).
· Preference will be given to candidates with previous experience in Sage 50, although the role is also suitable for candidates with an administration background with the right skills and approach.


	Core Competencies and Skills:

	The job holder should demonstrate the following: 
· Will be well organised and a motivated and enthusiastic person.
· Will have excellent communication skills and be proactive in their approach and attitude to work.
· Will have excellent communication skills (both oral and written).
· Working on own initiative, planning and prioritising workload.  
· Excellent team-working skills.
· Flexibility and self motivation, with the ability to manage own workload.
· Honesty, confidentiality, integrity and reliability essential.
· Have the ability to confidently and compassionately support adults with learning difficulties throughout the organisations programmes.


Join an amazing team within a dedicated community who are recognised for their high standards supporting adults with learning disabilities in a very rewarding role.
This is an exciting opportunity to all motivated, dedicated and caring individuals who value a role with great job satisfaction.

Diversity: We intentionally welcome, respect and celebrate difference and we affirm the great diversity of the human community. We are committed to equal opportunities and we seek to ensure that we are representative of and enriched by the communities and groups of people who make up the society in which we live.
PERSONNEL SPECIFICATION
	Experience and Skills:

	Essential or Desirable
E/D

	A minimum of 1 year working in an administration role.
	E

	Experience of working in a fast-paced environment 
	E

	A working knowledge of Sage or similar accounting software
	E

	A working knowledge of Microsoft Office (including Excel and Word)
	E

	Experience of working in a finance admin position  
	D

	Experience of working with adults with a learning disability

	D

	Competencies:

	

	Ability to work independently and as part of a team
	E

	Ability to motivate and engage others
	E

	The ability to take a participative approach
	E

	Excellent communication skills and the ability to communicate well with diverse groups
	E

	Sound planning and organising skills

	E


	sility to apply effective time management;ent to others consistently meets the required standards;rom homelessness and coordinaE
	

	Ability to present a consistently professional image through attitude, behaviour and personal appearance


	E

	Ability to apply effective time management to meet deadlines
	E


KEY:
E = Essential criteria/competency for the post

D = desirable criteria/competency for the post

Vetting

The successful applicant will be asked to declare all pending prosecutions, convictions, cautions and 

bind-over orders and their name will be submitted to Access NI for a check to be carried out 

TOIL

There is no entitlement to overtime payment to reflect the requirements of the post. However, you are entitled to receive time off in lieu for hours worked in excess of your normal working week. 

Equal Opportunities Policy

L’Arche are an equal opportunity employer. The aim of its policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of nationality, race, ethnic origin, gender, marital status, age, sexual orientation, disability, religious belief or political opinion, nor should they be disadvantaged by conditions or requirements which are neither justified nor relevant to the job. 

Hours: 30 hours (Occasional evening work may be required)
Contract Type: 

Salary: 
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