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1.0 Job Description
[bookmark: _GoBack]Job Title: Finance and Administration Officer – PEACEPLUS
Reference Number: FAO/001
Organisation: Greysteel Community Enterprises
Location:The Vale Centre, Clooney Road, Greysteel, Co. Derry,BT47 3GE
Hours: Full-time (37.5  hours per week)
Salary: £34,434.00
Contract Period: To 29th March 2029
Probationary Period: 6 months
Reporting to: Centre Manager, but will also be required to attend Board Meetings to deliver progress reports. 
2.0 Project Background
Greysteel Community Enterprises (GCE) developed and manage the Vale Centre, a social-economic hub of Greysteel and surrounding areas.  The Centre boasts a range of business and community spaces, including playing fields, indoor hall, meeting rooms and fitness suite. Further information available at https://thevalecentre.co.uk/ .
 
GCE has been successful in its funding bid under PEACEPLUS Investment Area 4.2 ‘Rural Regeneration and Social Inclusion’.
 
The GROWTH Project (Growing Resilience, Opportunities & Wellbeing, Through Healing) is a new and truly innovative project, developed jointly by Greysteel Community Enterprises (GCE) (Lead Partner), Creeslough Community Association (CCA) and Developing Healthy Communities (DHC) (Project Partners).
 
The project focusses on building stable, peaceful, cohesive, and prosperous cross-community/cross-border relations between the rural communities Greysteel (NI) and Creeslough (ROI) - two areas which have and are continuing to deal with the impact of tragic events within their communities.

 
The project focusses on the following four themes:
 
1.    Social Enterprise
2.    Health and Wellbeing
3.    Rural Enterprise/Tourism
4.    Capacity Building
 
The anticipated benefits from this project includes:
 
· Enhanced/improved cross-community and cross-border relationships, social inclusion and integration;
· Physical/mental health improvements through development of sustained positive social determinants of health;
· Underused/derelict rural physical and green spaces rejuvenated for community use;
· Enhanced opportunities for shared learning/working together within/between communities contributing to increased community capacity and empowerment for future co-working, collaboration and peacebuilding work;
· Focus on developing skills and human capital associated with sustaining Social Enterprise;
· Opportunities to showcase both areas as ones of hope and resilience with the capacity to attract visitors/tourists to stimulate economic regeneration.

Programme of Activity
A complementary programme of activity (encompassing separate programmes relating to the core themes) will be delivered to animate and engage people in shared spaces and develop innovative solutions to identified need. Programmes, focussed on the aforementioned themes, will allow for meaningful, sustained cross-community, cross-border contact.

This project is supported by the PEACEPLUS Programme, managed by the Special EU Programmes Body (SEUPB). It represents a funding partnership between the European Union, the Government of the United Kingdom of Great Britain and Northern Ireland, the Government of Ireland, and the Northern Ireland Executive.

3.0 Purpose of Role
The Finance and Administration Officer will provide essential financial management, administrative and compliance support to ensure the effective delivery of the project.

Working closely with the Programme Manager (Greysteel Community Enterprises), the postholder will be responsible for maintaining accurate financial records, processing claims, tracking budgets and ensuring all expenditure is compliant with SEUPB and organisational requirements.  They will also provide efficient administrative support to the project team, including organising meetings, maintaining records, assisting with reporting, and supporting procurement processes.

This role is key to ensuring that both the capital works and programme of activity strands are delivered smoothly, transparently, and in line with funder requirements - enabling the project to achieve its goal of building cohesive, peaceful, and sustainable cross-community and cross-border relationships between Greysteel and Creeslough.
3.1 Key Duties Responsibilities 
The responsibilities include but are not limited to the following:
Financial Management & Control
· Oversee the project budget by facilitating the successful delivery, implementation, and administration of all financial and administrative elements in line with funding agreements and organisational policies.
· Monitor and track project budgets and forecasts (in co-ordination with partner organisations), ensuring that expenditure aligns with approved allocations and timelines.
· Establish and maintain effective financial systems and processes to accurately record payments, claims, irregularities, forecasting, and other supporting financial information required for SEUPB reimbursement.
· Ensure all project expenditure is eligible, correctly allocated and fully supported by documentation.
· Ensure timely processing of payments to suppliers, contractors, and project partners in line with GCE and PEACEPLUS programme procedures.


Financial Reporting & Compliance
· Collate and present regular financial reports for the GCE Board, Project Board and partner organisations (Creeslough Community Association and Developing Health Communities) funders and governance bodies.
· Support the preparation and submission of grant claims, drawdowns and financial returns. 
· Prepare and submit quarterly claims to SEUPB using the designated platform (JEMS) and ensure compliance with programme guidelines.
· Support internal and external audits and respond to audit queries.


Budgeting & Forecasting
· Support the development of detailed project budgets and cashflow forecasts.
· Provide regular reports on actual, forecast, and budget expenditure to the Project Advisory Group, Project Board and partners (where required).
· Monitor financial risks and variances and advise on corrective actions.
· Provide financial input for project planning, changes and extensions.
· Manage advance payment requests for SEUPB funds, liaising with partners as required and using SEUPB-approved templates and processes.


Procurement & Value for Money
· Support and oversee project procurement processes in line with SEUPB and public sector procurement rules, advising and supporting project staff and partners on best practice in procurement. 
· Ensure value for money and compliance with public procurement thresholds where applicable.
· Maintain records of procurement decisions and supporting documentation.


Partnership & Stakeholder Support
· Provide financial advice and guidance to project staff and partners on financial record-keeping, claims procedures and audit requirements - recommending improvements where necessary.
· Support partners to understand financial reporting and compliance requirements.
· Act as a key liaison point with SEUPB personnel, where required, to share financial information and verify claims.

Systems, Policies & Governance
· Develop financial IT systems and processes to enhance efficiency and accuracy and to ensure controls and procedures are robust and fit for purpose.
· Develop and implement administrative procedures that support effective project delivery and compliance.
· Contribute to governance meetings, steering groups or finance sub-committees.
· Ensure compliance with organisational policies, including financial controls and data protection.
· Record information for monitoring and evaluation purposes in line with the project’s reporting framework.

Undertake any other relevant duties within the scope of the post as may be reasonably required from time to time.

4.0 Person Specification
4.1 Qualifications & Experience:
Essential Criteria
· A recognised third-level qualification (in Finance, Accounting, Business Administration, Management, IT or related field).

· 1+ years’ experience gained in the last 3 years in a financial-related environment in two or more areas of – financial planning/budgeting, financial accounting/auditing, development/implementation of financial systems, management accounting/cost analysis.
OR 
· 3+ years’ experience gained in the last 5 years in a financial-related environment in two or more areas of – financial planning/budgeting, financial accounting/auditing, development/implementation of financial systems, management accounting/cost analysis.

· Valid driving licence and access to a form of transport which will allow the full requirements of the post to be met and is insured for use when travelling on work duties.
Desirable Criteria
· Experience of utilising computerised accounting software packages. 

· Experience implementing financial procedures and preparation of financial and statistical reports for Senior Management Teams, Project Boards or equivalent.

· Completion of final professional examinations and a full, current member of one of these professional bodies: 

Chartered Accountants Ireland, The Institute of Chartered Accountants in Scotland, The Institute of Chartered Accountants in England and Wales, The Chartered Institute of Management Accountants, The Association of Chartered Certified Accountants, The Chartered Institute of Public Finance and Accountancy, The Institute of Certified Public Accountants in Ireland. 

4.2 Key Competencies
· Financial Management: Proven ability to manage and monitor budgets, process claims, track expenditure and prepare accurate financial reports in line with funder requirements.

· Attention to Detail: High level of accuracy in recording, reconciling and verifying financial data and supporting documentation.

· SEUPB & Funded Programme Compliance: Knowledge of PEACEPLUS/SEUPB financial and administrative requirements, or the ability to quickly acquire this knowledge.

· Procurement Knowledge: Understanding of public sector procurement rules and the ability to ensure compliance throughout purchasing processes.

· Administrative Efficiency: Strong organisational skills to maintain effective filing systems, manage documentation and support programme delivery.

· ICT Proficiency: Competence in using financial management software, online claims platforms, Microsoft Office, and cloud-based storage systems.

· Reporting Skills: Ability to produce clear, accurate and timely financial and administrative reports for funders, partners, Project Board and Project Advisory Group.

· Communication Skills: Ability to convey financial and administrative information clearly to non-financial audiences, including community partners and stakeholders.

· Problem-Solving: Capability to identify and resolve financial or administrative issues promptly and effectively.

· Time Management: Ability to prioritise workload, meet deadlines and manage multiple tasks in a busy project environment.

· Teamwork & Collaboration: Experience working as part of a multi-partner project team, maintaining positive relationships with colleagues and external partners.

· Confidentiality & Integrity: Demonstrates professionalism and discretion in handling sensitive financial and organisational information.

· Adaptability: Willingness to respond flexibly to changing circumstances and requirements within a complex, multi-strand project.



5.0 Guidance for Completing and Submitting Application Form 

The full, completed application will consist of:
1. Completed Application Form; and
2. Completed Equality and Opportunities Monitoring Form. 

Submission:
Completed applications must be submitted by email only via the address below before 12 noon on Friday 19th June 2026.

· Email: valecentredome@gmail.com
· Please include in the Subject Line of the Email ‘Finance and Administration Officer Application’

Late or incomplete application forms will not be accepted.









APPLICATION FORM

ROLE: Finance & Administration Officer 

REFERENCE NO: FAO/001

1. APPLICANT DETAILS
	Full Name:


	Home Address:




	Contact Number:

	Email Address: 



	Do you hold a current driving licence?
	Yes/No


	How much notice do you need to give your current employer?
	




2. EMPLOYMENT RECORD

Please start with your most recent employer. 

You can add or delete tables as required. 

	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:






	Reason of leaving/changing:





	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:






	Reason of leaving/changing:




	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:






	Reason of leaving/changing:




	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:





	Reason of leaving/changing:





3. EDUCATION

	Name of School/College
	Qualification/
Level
	Subject(s)
	Grade(s) Awarded
	Date Gained

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	
	
	
	
	


	
	

	
	
	

	

	
	
	
	




4. FURTHER / HIGHER EDUCATION

	Name of University/College
	Qualification/
level
	Subject
	Grade Awarded
	Date Gained

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



5. PROFESSIONAL MEMBERSHIPS

	Please provide details of any professional memberships you hold?














6. ESSENTIAL CRITERIA

	(a) Hold a recognised third-level qualification (in Finance, Accounting, Business Administration, Management, IT or related field).

	Yes 



No

	Detail how you meet the above criteria (if applicable).








	(b) 1+ years’ experience gained in the last 3 years in a financial-related environment in two or more areas of:
· Financial planning/budgeting
· Finance accounting/auditing
· Development/implementation of financial systems
· Management accounting/cost analysis

	Yes 



No

	Detail how you meet the above criteria (if applicable). Word limit 750






















	(c) Do you hold a valid driving licence and have access to a form of transport which will allow the full requirements of the post to be met?

	Yes


No




DESIRABLE CRITERIA

	(d) Demonstrable experience of utilising computerised accounting software packages.
	Yes


No


	Detail below how you meet the above criteria (if applicable). Word limit 500




















	(e) Experience implementing financial procedures and preparation of financial and statistical reports for Senior Management Teams, Project Boards or equivalent.


	Yes


No


	Detail below how you meet the above criteria (if applicable). Word limit 500




















	(f) Completion of final professional examinations and a full, current member of one of these professional bodies: 

Chartered Accountants Ireland, The Institute of Chartered Accountants in Scotland, The Institute of Chartered Accountants in England and Wales, The Chartered Institute of Management Accountants, The Association of Chartered Certified Accountants, The Chartered Institute of Public Finance and Accountancy, The Institute of Certified Public Accountants in Ireland. and learning integration.


	

Yes


No


	Detail below how you meet the above criteria (if applicable) Word limit 500





















7. SPECIAL REQUIREMENTS

As an Equal Opportunities Employer, we wish to ensure that all applicants have the opportunity to perform to the best of their ability in either a test or interview situation.
Please let us know if you require any reasonable adjustments or arrangements to enable you to attend for interview.

	











8. REFEREES

Please provide the required information for two persons not related to you who could provide references to support your application.  One reference must come from a current or previous employer and should relate to your ability to carry out the duties outlined in the job role.

Current or previous employer (if any):

	Name:

	

	Job Title:

	

	Organisation:

	

	Address 
(including postcode)
	



	Telephone:

	




Other employer or nominated character referee:

	Name:

	

	Job Title:

	

	Organisation:

	

	Address 
(including postcode)
	



	Telephone:

	




(Referees will only be contacted if an offer of appointment is made)











9. CRIMINAL OFFENCES

Under the Rehabilitation of Offenders (Exceptions) Order Northern Ireland, 1979, some posts are included in the list of excepted employments. As such, any criminal conviction may never be regarded as spent and must be disclosed when applying for a post.

It is, therefore, necessary to ask these questions:

Have you ever been convicted of a criminal offence (other than a ‘spent**
Conviction under the Rehabilitation of Offenders Act (1974))?                                              



Yes 		 No    

Are you the subject of any current or pending investigations?    



Yes 		No	

If Yes, Details (including type of offence, date, sentence, fine, etc.) are required from you and should be included in a separate envelope. The envelope will be opened only if you are considered for the appointment and will be subsequently returned to you. Such information will be completely confidential.

	







Access NI checks will only be carried out in the event that you are successful at interview and the information only used for the purpose of making a recruitment decision after which it is destroyed in accordance with Access NI guidelines. A successful candidate will not be able to take up the post until enhanced Access NI clearance is obtained. 

10. DECLARATION

I declare that the information, which I have given above, is correct.

Signed:	_________________________________________

Date:		______/______/_______

Data Protection
Applicants should be aware that the information provided in your application form is collected within the context of the GDPR 2018.  The information will be used to enable us to consider your application for employment and to provide details for your employment contract in the event of you being successful.  Although any information provided by you will be treated in the strictest confidence, it will be used to enable us to comply with our statutory duties on equal opportunities, example impact assessment, monitoring and returns and also replies to statutory questionnaires.  In addition, GCE will have to comply with any directions/orders from courts or tribunals to release documentation.  This may also include referee reports.  On occasion, we may also be required to provide statistical information on employees as part of an overall ongoing monitoring of employees.
EQUAL OPPORTUNITIES FORM

Monitoring Form

Job Ref: FAO/001
  

This will be separated from your application upon receipt. Please tick the relevant boxes. This information is used for monitoring of equality information only.

1. Gender 
What is your Sex? 

Male

Female

Transgendered

I do not wish to answer  							

2. Date of Birth 
__________________________________________________________

3. Sexual Orientation 
I am Heterosexual 

I am Gay or Lesbian (Homosexual) 

I am Bisexual 

Other (Specify) ________________________________________________________
4. Marital Status
Single 					Married

Separated/Divorced			             Widowed 



5. Community Background 

 I am a member of the Protestant Community		

 
I am a member of the Roman Catholic Community		

I am a member of neither the Protestant nor Roman       
 Catholic Community

6. Religious Belief 

Do you have a religious belief? 

YES 							

NO 

If yes, are you: 

Roman Catholic                                 Presbyterian
 				                      
Church Of Ireland 			Methodist

Baptist 					Muslim	

Hindu 					Jewish

Buddhist					Sikh

Baha’i

Other (Please Specify _______________________________________



7. Those with and Without Dependents 

Do you look after, or give any help or support to family members, friends, neighbours or dependants because of a long term physical or mental health problem or an issue related to old age?

Yes 					No 

Dependants as regards young people/children 

Yes 					No 







8. DISABILITY:

The definition of a disability in the Disability Discrimination Act 1995 is: ‘A physical
or mental impairment which has a substantial and long-term adverse effect on a 
person’s ability to carry out normal day-to-day activities.’

	Do you meet (or have you, in the past, met) this definition? 	 Yes		  No  

	IF YES, please tick below the heading which describes it best.

	Mobility		

Vision    		

Hearing		

Speech

Dexterity / Co-Ordination 		

Mental		

Learning


Other (Please specify) ………………………………………………………………


9. RACIAL / ETHNIC ORIGIN:

White         	    Chinese           	Irish Traveller	 	Indian 	   

Bangladeshi 	     	Black African		Black Caribbean


Black Other (Please Specify) 

………………………………………………..………………

	Mixed Ethnic Group (Please Specify) 

………………………………………………..………………

	Other (Please Specify) 

………………………………………………..…………………………………….
Thank you for taking the time to complete this form.  All Information provided will be held by Greysteel Community Enterprises in the strictest confidence and is for monitoring purposes only.
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