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Job description & Person Specification
  
FINANCE OFFICER (FO)  
Job Title:  Finance Officer  
Reporting to:  Treoir CEO  
Location:  Dublin 1   

Working Hours: 20 hours per week - Flexible Working Hours which will be agreed with the successful candidate.  

Purpose of Role:  
The FO is responsible for providing effective and efficient finance services to Treoir to support the smooth functioning of the organisation.   The FO role is part of the Administration team within Treoir and as such is expected to support administrative functions when required.
 
Main Duties and Responsibilities:  
Financial matters:  
1. Operate the day-to-day finances of Treoir: Ensuring timely and accurate processing of creditors invoices and generating payment runs through EFT
2. Operate the organisation’s online banking process and bank accounts.
3. Preparation of monthly Bank Reconciliations for multiple Bank Accounts, including posting of receipts and other non-creditor transactions to SAGE nominal ledger or similar system
4. Monthly reconciliation of Petty Cash for all services
5. Ensure all Bank accounts operate in accordance with accounting and ethical standards.  
6. Preparation of Periodic and Annual Accounts. Preparation and presentation of weekly and monthly reports for CEO and Treoir Council. Provide 6 monthly and end of year report as required.  
7. Preparation and presentation of Annual Budgets and Cash Flow projections.  
6. Preparation of weekly and monthly payroll and maintenance of payroll records in conjunction with payroll provider.  
7. Payment of PAYE/PRSI to Revenue in a timely manner.  
8. Ensure all payroll matters are carried out in full compliance with Legislative and Revenue Regulations.  
9. Prepare, review and check financial returns submitted to funders on time, quarterly, half yearly and annually.
10. Provide guidance & assistance to new employees in relation to forms and processes, as part of the new employee induction procedure 
11. Reviewing and Updating Treoir’s Financial Policy and Procedures 
12. Other duties as required by CEO.  

  
Audit
1. Liaison with the Auditors in relation to:  
a. Accounts  
b. Charity Regulation  
c. Data protection matters.  
2. Prepare records and relevant schedules; draft the annual financial Accounts and Trustees Report for audit.  
3. Liaise with the auditors and plan timetable for completion.  
4. Meet with auditors to finalise annual financial accounts.  
5. Oversee all issues relating to the audit. Prepare and process the Annual return to Charity Regulatory Authority.  
  
The Financial Officer’s duties of employment will be subject to ongoing review by the company in line with our Strategic Objectives.  

Note - this job description is not exhaustive any will include other tasks required  by CEO  

Reporting Relationship
The Finance Officer reports to the CEO.
Remuneration: Salary will be commensurate with experience and will be Treoir’s scale job category 4 €28,770 - €39,382







Job specifications:

The Person: 
· Bookkeeping qualification (FETAC or QQL Level 4)or minimum of 3 years relevant experience,  
· Payroll qualification or significant relevant experience 
· Excellent working knowledge of SAGE or similar accounts package and Excel  
· Strong analytical and technical skills, 
· Good knowledge of GDPR 
· Experience of working as part of a team, 
· Excellent communicator, 
· Finance administration experience, preferably in the not-for-profit sector and an understanding of SORP accounting would be a distinct advantage. 
 
Candidates for the post will be interviewed as applications are received due to the urgency to fill this role therefore the organisation reserves the right to close recruitment to the position as soon as the post is filled  
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