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Fermanagh Trust 
Part time Finance Officer
Job Description
JOB TITLE:



Finance Officer
 

HOURS:



15 hours per week 

Hours Flexible 
(Between 9am - 5.30pm Monday – Friday)
RENUMERATION:


£14,040.00 per annum plus pension contribution 
ACCOUNTABLE TO:

Director

DURATION:
Part time, permanent 
(Subject to satisfactory completion of probationary period)

ADDITIONAL INFORMATION:
Family friendly policy and generous annual leave entitlement. Very pleasant office environment.     

Do you want to be part of a dynamic and progressive County Charitable Trust?

Have you experience of financial administration? 
Background

The Fermanagh Trust is a leading civil society organisation. Over the last 30 years the Trust has made a significant contribution to life in County Fermanagh and beyond. We plan to build on these endeavours and are seeking to appoint a Part-time Finance Officer to advance our work.

Objectives of the Job
This important post is designed to support the management team advance the Trusts work in the community 
Main Duties

· To support the Management Team with financial administrative duties.

· Prepare monthly bank reconciliations to include month-end close and account reconciliations.

· Processing of payments, invoices, income and receipts and inputting data to accounting software and financial databases and associated filing.

· Management of sales ledger, raising invoices and following up with debtors. 

· Supporting other team members with purchasing and procurement. 

· Utilise accounting software to produce regular financial reports

· Monitor Bank deposits and invoices
· Support the implementation of the Fermanagh Trusts programme work and grants administration 
· Assuring discreet handling of all business to maintain confidentiality in all dealings with Trustees, staff and all ‘customers’
· Support the implementation of effective internal financial administration systems and contribute to the smooth running of The Fermanagh Trust
· Contribute to financial audits 
Other
· To undertake any other duties and responsibilities which will assist in the achievement of The Fermanagh Trusts objectives.
· Undertake any training deemed necessary and carry out any other duties as deemed appropriate to the post.
· To demonstrate flexibility in the execution of duties as part of a small team.
· To conform at all times to the Fermanagh Trusts ethics and values.
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Fermanagh Trust 
Part Time Finance Officer
Personnel Specification

Essential Criteria 

We need you to have: 

1. A qualification to NVQ3 or equivalent 
2. At least 2 years’ experience of operating in a similar financial environment
3. Excellent numeracy skills
Essential Skills & Experience
· Good numeracy and literacy skills and a minimum qualification of NVQ3 or equivalent and at least two years’ experience of working in a busy finance office environment.
· Computer literate with at least one years’ experience in the Microsoft Office or Google Office suite. 
· Excellent oral and written communication skills including report writing skills. 
· Proven experience in ensuring financial records are kept up to date and reporting on financial budgets.
· An ambition to continuously learn and grow at professional and personal level. 
· Ability to work as part of a team. 
· Ability to work to high standards of accuracy.
· Ability to organise and prioritise workloads.

Desirable Criteria:
1. A degree or appropriate professional qualification.

2. Experience of contributing to financial audits
3. Experience in the preparation and planning of budgets.

4. Experience in invoicing, monitoring bank deposits and payments
5. Evidence of involvement in Community / Voluntary organisations locally
Key Competencies

· Ability to work with minimal supervision.
· Able to deliver a quality service, improvement and innovation.

· Ability to embrace the culture and ethos of the Fermanagh Trust and be accountable for their delivery.
· Ability to encourage collaborative action.

· Confidentiality.
