Creggan Neighbourhood Partnership
Job Description

JOB TITLE:


Financial Administrator
BASED AT:


Creggan Neighbourhood Partnership
RESPONSIBLE TO:

Manager


HOURS OF DUTY:

22 hours in total
SALARY:
                    £ 13740.44  

CONTRACT PERIOD:    March 2025 (extension subject to funding)     



PURPOSE:


To introduce, maintain and oversee efficient and effective administration and clerical procedures for the day-to-day office, financial and general work needs of the company.

Key responsibilities of this role include: 
· Maintaining all day-to-day financial records and all expenditures under funders guidelines. 
· Use of computerised payroll and processing all documentation relating to payroll/HMRC/RTI’s/Pension.
· Processing all Inland Revenue returns including end of year returns.
· Processing salaries.

· Processing all documentation relating to CNP invoices, statements, expenses and orders placed.
· To record and maintain all filing systems – electronically and manually.  
· Maintaining accounts, cheque journals etc and maintaining bank records.

· Compiling funding claims and preparing documentation for funder verification visits.

· Processing all documentation relating to employment of personnel.

· Opening new files, identifying and retrieving documents from within established filing systems and maintaining such.

· Communicating with clients/colleagues and staff and providing oral and written messages/information for specific purposes.
· To prepare agendas, minutes and other related materials for meetings.  
· To create and maintain good working relations with management and other staff, board members, clients and public.
· To monitor and manage expenditure and complete monthly, quarterly and annual claims.   
· Ordering and issuing office materials and monitoring stock levels.

· Processing and distributing incoming/outgoing mail, telephone calls. 
· To attend training designed to enhance skill levels, thereby assisting the development of Creggan Neighbourhood Partnership.
· Storing and supplying information as required.
· To carry out any other reasonable duties required by the management.
· In general, to promote the aims and objectives of the company.

This job description is not intended to comprehensively list the responsibilities of this post but to indicate the main areas which at this stage appear to be the essential requirements for the post of Financial Administrator. 

Essential Criteria: 

· GCSE (or equivalent) in English and Maths, Grade C or above 

· Minimum of 2 years’ experience in finance and administration

· Excellent I.T Skills including a good working knowledge of Microsoft Word, Office. PowerPoint and Excel. 

· Good organisational and presentational skills   

· Excellent written and verbal skills 

· Ability to work unsupervised, prioritise workloads, and work on own initiative. 

· Understanding of budgets, invoices, claims and recording of all expenditures under funding guidelines. 

· Use of computerised system and experience in payroll and processing all relevant documentation.      

· Familiar use of social media      
Desirable criteria:    
· Qualification held within the relevant field 

· Experience of working in a similar role within a community setting and understand the needs of the wider Creggan community.    
