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Finance Administration Support. (NJC 10-15- £25,545 - £27,803) based on 2024/25 scale.





 
 
 
  


Contents

Introduction	3
Bytes Organisational Structure and Principles	5
Innovation Mindset	6
Application Process and Interview Detail	7
Applications Returns	7
Job Description	9
Principal Tasks and Responsibilities	10
Person Specification	12
Application Form Guidance	15
General information	16

[bookmark: _Toc82698125]
Introduction

[bookmark: _Hlk43376610]The Bytes Project is a youth work charity that has been working with the most vulnerable young people in Northern Ireland for nearly three decades. We were established in April 1993, when a small group of people designed an innovative concept for Belfast, based on experience in an inner-city project in the USA.  The original aim was to build on the entertainment and amusement attraction computers with marginalised young adults with a focus on 16–25-year-olds.

Initial funding primarily came from Apple which supported Bytes to set up ten “open house” facilities for young adults to work on employability skills, confidence building, self-esteem and allowing the individuals a safe space to work on seeking further education or employment.  In the first 10 years Bytes were able to engage over 42,000 young people who gained skills in personal development and information technology. 

Fast forward almost 30 years and Bytes are still providing young people, aged between 16-25, with the essential skills they need to flourish.  Since then, we have widened our areas of expertise and we now work across Northern Ireland.  In 2020/21 our 40 staff engaged directly with over 1,000 young people in schools, on the streets and in youth programmes, across Northern Ireland and assisted hundreds of young people gain qualifications. 

Now for the next three years of empowering young people.

Our Vision
Young people transform their world for good.  

Our Mission
Each year we will ensure that over 3000 young people access digital technology in communities of promise.  


Pillars of Our Work 
At Bytes we have identified four pillars for our work.  This provides an insight into how we will resource this work, who our key partners will be, and the foundations on which we are building Bytes:

	
	Youth Voice 
	Youth Digital  
	Youth Empathy
	Youth Places

	Activities 
	Amplify, unify, and mobilise the voice of young people to influence the public debate using digital platforms.  
	Enable young people from communities of promise to prepare for the future of work.
	Support young people to build relationships that create empathy and mutual respect.  
	Create eco-system of cooperation so voluntary organisations lead on the delivery of all funded youth work and support these places to offer positive digital learning opportunities.


	Outcomes 
	Young people advocate for and create social change.
	Young people from communities of promise contribute the future of NI economy. 
	Young people contribute towards and equal and inclusive society which values respect.
	Delivery of youth services that place people, not bureaucracy, at the centre.  


	Connectors 
	Advocates of youth participation, Participatory Budgeting Works, Local Councils, key NI Assembly Departments. 
	Organisations that deliver programmes focused on digital skills and entrepreneurship, 
Colleges, key NI Assembly Departments.

	International Programmes, Organisations that focus on Peace Building and Inclusion.
	Local and Regional Organisations, Community Asset agencies, key NI Assembly Departments.

	Investment  
	Grants – NI, UK and RoI Governments and grant making bodies focusing on those funders who invest in our pillars.  
Social Economy – We aim to raise income through developing micro business models and delivering contracted services.  
Corporations – We aim to engage with businesses who focus on the development of digital skills to support our work.


	Key Contributors 
	Young People – leading and directing the services they want to see and improving their capacity to advocate for change.
Staff – skilled in youth work, basic digital skills, self-reflective, satisfied working for Bytes.
Board – providing good governance and protecting the growing public trust in the third sector.  


	Foundations
	Digital Skills – we will embed digital skills across our offer to young people.  
Flat Culture – we will maintain a culture that nurtures leadership across the organisation.  
Quality Services - we will create and maintain a culture of continuous improvement.
Open innovation - we will always pivot to collaboration with third and private sector partners. 
Mobility and Flexibility – we will ensure our services can be scaled up across NI and wider afield.  
Self-sustaining – we will aim to mix our income streams and focus on social economy business models.   
Good governance – we will continue building on the public trust in charities. 




[bookmark: _Toc82698126]
Bytes Organisational Structure and Principles 

The Bytes Project is registered as a charity with the NI Charity Commission and with the Revenue and Customs and as a Company Limited by Guarantee in Northern Ireland.  We comply with all the relevant legislation and policies that enable us to provide a high-quality service.  

The organisational chart below provides an overview of our structure and the areas our team cover: 
There are a range of principles that drive the values and behaviours of staff in Bytes:

Children and young people deserve the best services.  At Bytes we aim to ensure we provide the highest standards of delivery.  We also want to ensure that voluntary youth providers are in the best position to provide the highest standards of youth work delivery.  We support this by providing effective support for governance, workforce development, curriculum development and representation.    
Humanity over bureaucracy. At Bytes we pursue trusting relationships, reducing management tiers, and the principles of horizontal collaboration.  This shapes how Bytes engages staff, members, and external partners.
Innovation Mindset.  At Bytes we are comfortable adopting new approaches based on a culture of continuous learning.  
[bookmark: _Toc82698127]
Innovation Mindset 

Bytes is seeking individuals to work within a team that recognises and understands the importance of different mindsets.  Based on Natalie Turner’s Six I’s[footnoteRef:1] Bytes is seeking: [1:  Turner, N (2017) Yes, You Can Innovate.  Financial Times Publishing.  ] 


People who can identify opportunities, with the ability to imagine the future and see opportunities and trends.

People who can ignite ideas, with the ability to stimulate ideas from others and build cultures where people are comfortable expressing ideas.

People who can investigate ideas, with the ability to structure and analyse ideas and carefully and methodically work through ideas.

People who can invest in ideas, with the ability to critically evaluate business plans and who can calmly make decisions and convince others of their validity.

People who can implement ideas, with the ability to work out the actions required to implement ideas, who can see what might go wrong and mitigate the risk by developing action orientated teams.

People who can improve ideas, with the ability to analyse feedback from service users and can create cultures of continuous learning.

At Bytes we will ask candidates questions about their mindset on the application and at the interview.  
[bookmark: _Toc82698128]
Application Process and Interview Detail 

Stage One: Application
This application includes a range of questions based upon the essential criteria outlined in the Person Specification.  We want to understand how you fulfil this criteria.  All responses will be assessed by the recruitment panel.  Those candidates who fulfil the essential criteria as set out in the Person Specification will be invited to interview.  

Stage Two: Interview 
The interview panel will ask a range of questions based on the detail outlined in the essential criteria.  

Stage Three: Follow-up interview
Second interviews will be used in cases where the interview panel feels they require further information from applicants.

Rescheduling and No Shows
Interviews will not normally be rescheduled to accommodate applicants who are unable to attend on the agreed date.  Reschedules will be entirely at the discretion of the panel.  If an applicant fails to present herself/himself for interview, at the allocated time and does not respond when contacted, it will be deemed that they have withdrawn from the process.

Order of Merit
The selection panel will assess applicants against the essential criteria. Those applicants who meet the required standard(s) and pass mark will be deemed suitable for appointment. The selection panel will then list those suitable for appointment in order of merit with the highest scoring applicant ranked first.
Bytes will allocate an applicant(s) to a vacancy(ies) in the order listed.  Bytes will hold a reserve list for similar post.  The order of merit is valid for 12 months.
[bookmark: _Toc82698129]
Applications Returns

Completed applications should be returned to Bytes at the following address:
Via email to: applications@bytes.org
Completed applications must be received at the above email address by:
12pm Friday 6th December 2024 
[bookmark: _Hlk83730358]
Please use email subject heading: Private and Confidential – and name the job post you are applying for.  
You are strongly advised to set your email to receive a ‘read receipt’ to confirm that we have received your application.  Bytes will not accept incomplete application forms; application forms received after the deadline or reformatted application forms. All parts of the application must be returned including the Equal Opportunities Monitoring Form.
If you wish to return application by post, please contact email address above for postal address. 
[bookmark: _Toc82698130]
Job Description

	
Job title  
	[bookmark: _Hlk104455021]Finance Administration Support.


	Reporting to 
 
	Deputy CEO

	Responsibilities 
	This critical role will enable Bytes to successfully coordinate the functions of HR, finance (payroll and invoicing) and communication in line with our strategic plan and operational plan.  


	Job location 
	Role is based in our North - West Office

	Hours 
	16 hours per week. The applicant will be flexible in their working hours to meet the needs of the post.  


	Salary  
 
	NJC Point 10 – 15 – £25,545 - £27,803 (pro rata)

	Contract length 
	Permanent



	Holidays
	Full-time total annual entitlement is 37 days, which includes bank/customary days. Holiday entitlement will be calculated on a pro-rata basis for part-time employees or those working less than full-time hours per week.


	Benefits
	Access to 7% employer contributory Pension Scheme
Access to Benenden Health



Main Purpose of the Post (in specified locality) 
· [bookmark: _Toc57906014][bookmark: _Toc82698131]Support the management of financial, administrative and compliance matters for the organisation.  
· Support the management of finance and administrative systems for key areas of work.  
· Support the management of HR systems and lead in administrative systems for key areas of work to always maintain compliance with legislation and Bytes’ policies




Principal Tasks and Responsibilities

Support Financial Administration 

1. Support with Payroll and Invoicing.
2. Support management of online banking. 
3. Support the implementation of relevant policies.  

Manage Administration Systems 
1. Manage the Bytes HR systems and ensure all documentation is in place
2. Manage effective administration process across all Bytes offices. 
3. Manage all actions associated with Data Protection and GDPR.  
4. Manage the effective using on off/online filing system.
5. Undertake relevant management of implementation of relevant policies.  

Supporting Agencies to Develop Services 

1. Positive engagement with external agencies including Bytes’ members.
2. Support a culture that enables Bytes’ staff and members to develop, implement, manage, and evaluate programmes through effective administrative systems.  

General

1. To commit the values, vision, mission and objectives of Bytes. 
2. To maintain the required level of confidentiality. 
3. Undertake any other duties as required by the CEO. 
4. To be open to undertake a range of CPD opportunities.  
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Person Specification

	Essential
Criteria
	
	Assessment Method

	Qualifications & Experience
	Able to demonstrate a minimum of 2 years’ experience working in finance administration.
	Application





Application and Interview


	Knowledge

	Demonstrable knowledge of the following: 
· Experience of managing resources, services, or facilities.
· Knowledge of human resources administration processes.

Demonstrable working knowledge of information technology systems to include the following Microsoft Office packages: Outlook, Word, Excel, PowerPoint, etc.


	Application & Interview




Application & Interview



Interview


	Skills

	Skills in building and sustaining effective relationships and working collaboratively with external organisations.

Skills to manage budgets.

Skills to deliver administration workshop/training to staff.

Excellent presentation/verbal communication skills.

Ability to work under pressure to strict deadlines.


An eye for detail, ability to work on own initiative, be self-motivated and flexible.
	Interview



Interview

Interview


Interview

Application and Interview

Application and Interview



	Aptitudes
	Innovative, pro-active, consistent and operates with a high level of personal integrity 

	Interview

	Innovation 
	Demonstrable capacity for one of the following mindsets:

People who can identify opportunities: 
· Skills to imagine the future 
· Can see opportunities and trends.
People who can ignite ideas: 
· Skills in stimulating ideas from others 
· Ability to build cultures where people are comfortable expressing ideas.
People who can investigate ideas:
· Skills in structuring and analysing ideas 
· Can carefully and methodically work through ideas.
People who can invest in ideas:
· Skills in critically evaluating business plans
· Can calmly make decisions and convince others of their validity.
People who can implement ideas:
· Skills in working out the actions required to implement ideas
· Can see what can go wrong and mitigate the risk by developing action orientated teams.
People who can improve ideas:
· Skills in analysing feedback from service users
· Can create cultures of continuous learning.

	Application &
Interview


	Other 


	· Commitment to the aims and values of Bytes, including the principles that drive the values and behaviours of staff in Bytes as outlined on page 4.
· A full current driving licence* and access to a form of transport that will enable the postholder to meet the travel requirements of the Job
*Consideration will be given to alternative travelling proposals in respect of applicants with a disability who cannot hold a licence
· Have you the ability to work flexible hours and to travel throughout UK, Ireland, and occasionally abroad at times demanded by the job?
	Application


Application






Application

	Desirable
	· Educated to level 3 in business administration or management or similar subject area.
	Application


	Desirable
	· Recognised Level 3 (or equivalent or higher) in finance or accountancy and minimum two years’ working experience in a finance role. 
	Application and Interview


[bookmark: _Hlk46496170][bookmark: _Toc82698133]
Application Form Guidance 

THE FOLLOWING INFORMATION PROVIDES GUIDANCE ON COMPLETING YOUR APPLICATION.  PLEASE READ THIS INFORMATION CAREFULLY BEFORE SUBMITTING YOUR APPLICATION
The application form is designed to ensure that applicants provide the necessary information to determine how they meet the requirements of the post and the shortlisting criteria.
ALL sections of the application form should be completed.
Drawing upon all of your experience from work or on a voluntary basis and using the Person Specification, consider how your skills, experience and abilities relate to each criteria for this post.
In responding to the criteria below, it is essential that you describe fully how and to what extent you meet the experience sought by providing clear information and examples. 
It is not appropriate to simply list various posts you have held with no examples or descriptions of the experience gained as the selection panel will not make assumptions on job titles or the nature of the organisation as to the experience gained.  Shortlisting for this post will be undertaken using only the information you have provided in response to each criteria outlined in the Person Specification above.
Please remember it is the quality of the examples given along with precise details of where and when the experience was gained which matter, not the length of the response. If you do not provide sufficient detail, including the appropriate dates needed to meet the criteria, the selection panel will reject your application.
Bytes will not accept CVs, letters, or any other supplementary material in place of or in addition to completed application forms. 
Applicants must complete the application form in either typescript font size 12, or legible, block capitals using black ink.
Information in support of your application will not be accepted after the closing date for receipt of applications.
Do not use acronyms, complex technical detail etc. Write for the reader who may not know your employer or your job.
Write down clearly your personal involvement in any experience you quote. Write “I” statements e.g. I planned meetings, I managed a budget, I prepared a presentation. It is how you carried out a piece of work that the panel will be interested in.
The examples you provide should be concise and relevant to the criteria. This is very important as the examples which you provide may be checked out at interview and you may need to be prepared to talk about these in detail if you are invited to interview. It is your unique role the panel are interested in, not that of your team or organisation.
[bookmark: _Toc82698134]General information

Equality of opportunity
Bytes is committed to a policy of equality of opportunity in its employment practices and aims to ensure that no actual or potential job applicant or employee is discriminated against, either directly or indirectly, on the grounds of gender, marital status, disability, race, community background or political persuasion, age, dependants, sexual orientation, or trade union membership.
Bytes welcomes applications from suitably qualified people from all sections of the community. All applications for employment are considered strictly on the basis of merit.
ONLY the details provided by you in your application form (Section 3 Membership of Professional Bodies, Section 4 Employment History, Section 5 Training, Section 6 Voluntary Service or Community Work and Section 7 Relevant Experience to the post.) will be provided to the selection panel for the purpose of determining your eligibility for the post.
Vetting procedure Assessment information
Appointment is subject to completion of required pre-employment checks to include:
· appropriate documentary evidence of eligibility to work in the UK
· security Check via Access NI – Enhanced Disclosure 
· documentary original evidence of qualifications
· employment history validation.
Successful applicants must provide sufficient documentation to satisfy nationality and vetting requirements.
Nationality requirements
Bytes must ensure that you are legally entitled to work in the United Kingdom. Bytes will require ORIGINAL documentation to be provided that demonstrates the applicant’s right to work in the UK.
All successful applicants MUST provide when requested one of the single documents, or two of the documents in the specified combinations given, from List A;




LIST A Documents
A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom.
A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of a European Economic Area country or Switzerland.
A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the Border and Immigration Agency to a national of a European Economic Area country or Switzerland. 
A permanent residence card issued by the Home Office or the Border and Immigration Agency to the family member of a national of a European Economic Area country or Switzerland.
A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the United Kingdom.
A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom.
Document combinations
An official document issued by a previous employer or Government agency, e.g., HM Revenue and Customs (formerly the Inland Revenue), the Department for Work and Pensions, Jobcentre Plus, the Employment Service, the Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency, which contains the permanent National Insurance number and name of the person.
AND ONE OF THE FOLLOWING:
An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the United Kingdom.
A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents.
A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents.
A birth certificate issued in the Channel Islands, the Isle of Man or Ireland.
An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland.
A certificate of registration or naturalisation as a British citizen.
A letter issued by the Home Office or the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom.
Advice on Nationality can be obtained from the Home Office website: www.ind.homeoffice.gov.uk.
ACCESS NI CHECKS (CRIMINAL CONVICTION CHECKS)
If you have applied for a post that involves “regulated activity” under the Safeguarding Vulnerable Groups (NI) Order 2007, Bytes be required to undertake an Enhanced Disclosure of Criminal Background.  
The category of Access NI check required for this post is: Enhanced Disclosure Check
Before appointing anyone to a post, it is our policy to request an Access NI check to be carried out. Access NI enables organisations in Northern Ireland to make more informed recruitment decisions by providing criminal history information about anyone seeking paid or unpaid work in certain defined areas, such as working with children or vulnerable adults.
The check will tell us if you have a criminal record, or if your name is included in the Independent Safeguarding Authority Barred Lists. Any information which we receive will be treated confidentially and we will talk to you about it before we make a final decision. A check will only be carried out if you are considered to be the successful candidate and are being offered an appointment.  In your application you MUST tell us if you have ever been convicted of a criminal offence, cautioned by the Police, or bound over. You MUST tell us about ALL offences, even minor ones such as motoring offences and ‘spent’ convictions, that is, things that happened a long time ago. If you leave anything out it may affect your application. In addition, it is important to note that if your application is successful and you become an employee of Bytes, you MUST tell us IMMEDIATELY if you incur any criminal charge and/or conviction, no matter how minor.
You should not put off applying for a post because you have a conviction. We deal with all criminal record information in a confidential manner, and information relating to convictions is destroyed after a decision is made.
PLEASE NOTE: It is a criminal offence for anyone who is included on a barred list to work or seek work, in regulated activity. Individuals who are barred may be able to work in controlled activity.
Further details in relation to legislative requirements can be accessed on www.nidirect.gov.uk/vetting or www.accessni.org.uk.
Criminal Record information is subject to the provisions of the Rehabilitation of Offenders (NI) Order 1978

Stephen Dallas - CEO


Charlene Cowan Deputy CEO


Operations Staff - Mel, Patch and Kylie


Mark Clegg - Senior Projects Manager 


Michelle McCann - North Programme Manager 


Kevin Traynor Senior Manager - Finance, Admin and Compliance


Finance and Admin Staff


Micheal Mulrine - Programme Manager West and North West


Sarah Geddis- Programme Manager Belfast and South


Aidan Quigley - Digital Tech Manager
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