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Irish FA Group of companies

The Irish FA Group consists of three separate companies. The Irish FA Ltd is responsible for the Men’s and Women’s senior international and youth teams and the organisation of matches and competitions. The Stadium Development Company Ltd is responsible for all aspects of running and maintaining the National Football Stadium, incorporating the new football Education and Heritage Centre.  The third company is the Irish FA Foundation Ltd, a charitable company responsible for the delivery of the grassroots development strategy in Northern Ireland. 
JOB DESCRIPTION

Job Title: 

Assistant Accountant
Role family:

Support
Department:

Finance Department

Reporting to:
            Finance Manager
Location:

National Football Stadium at Windsor Park
Hours of work:
35 hours per week.  However, the nature of the post will require a high degree of flexibility involving evenings and weekends as dictated by operational requirements of the business.
Salary band:              £18,000 – £22,000     

PURPOSE OF THE JOB:

To support the general day to day running of the Finance Department and to provide efficient, organised backup and support to the finance team and general business as directed to ensure that the finance department delivers its agreed outputs on time to the business.
MAIN DUTIES AND RESPONSIBILITIES:

· Assist in the preparation of accurate & timely monthly management accounts and year-end statutory accounts along with internal reports for Finance Manager.
· Participate in the review of detailed Profit and Loss and Balance Sheet, with accompanying variance analysis and narrative explaining any material variances identified. KPI dashboards and other ad hoc finance reports. 
· Responsible for controlling all aspects of bank payments and receipts and taking an active part in establishing detailed cash flow reporting.
· Assist in the maintenance and implementation of financial controls in line with the agreed policies for the Group. 
· Assist with the budget and quarterly reforecasting for the Group.
· Assist internal and external audits as directed and requested.
· Assist in protecting the Irish FA’s investments and fixed assets as required by performing physical asset inspections as requested.
· Be a key part of the business partnering role the finance department will provide to the wider business.
· Assist with and deputise for the payroll controller to ensure that all staff are paid accurately and on time and that all HMRC returns are submitted as required and that all payroll related deductions are settled as required.
· Assist with and deputise for the VAT controller and that the claim submission backup is complete.
· Assist with and deputise for the purchase ledger clerks as required. 
· Proactively participate in training and development opportunities, staff performance appraisals and reviews as required.

· Comply with Data Protection Policy with regard to safeguarding sensitive customer        information at all times
· Perform the job in accordance with the company’s policies and procedures, especially the Equal Opportunities and Harassment Policy and Procedure.

· Adhere to and actively support at all times all other company policies, procedures, processes and working practices, including adhering to best practice.

· Perform any other duties as may reasonably be required from time-to-time. 

This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the business.  

PERSONNEL SPECIFICATION 
	Criteria
	Essential:


	Desirable:



	1. Education & qualification 
	1.1 Degree (2:1 or above) in a finance/business related degree; or alternatively a qualified Accounting Technician.

	

	2. Experience


	
	2.1 Previous experience in a busy accounts department.



	
	3.1 Good ICT skills including proven experience of Microsoft Office applications. 
3.2 Ability to work to strict deadlines, prioritise and plan workload whilst ensuring accuracy.

3.3 Flexible and adaptable approach to suit business needs, including good problem-solving skills.

3.4 A committed team player who wants the team to succeed and is willing to lend a hand and help others. 

	3.5 Demonstrable understanding of multi-currency transactions.

3.6 Strong excel skills, use of complex spreadsheets to produce meaningful analysis as a business partner.



	4. Personal disposition 
	4.1 Professional, confidential and possesses integrity.
4.2 Willingness to learn and undertake further study to become a fully qualified accountant with one of the widely recognised professional bodies.

4.3 Hands on and has a willingness to do what is required to get the job done

	

	5. Other requirements 


	5.1 Proof of eligibility to work in the UK.

5.2 Completion of a medical questionnaire demonstrating the ability to fulfil the Occupational Health requirements for the post and flag any reasonable adjustment required.
5.3 Access NI background check
	


ADDITIONAL INFORMATION

Shortlisting: Only those applications which clearly demonstrate the requirements set out in the personnel specification will be shortlisted. Please note that the Association reserves the right to implement the desirable criteria in addition to the essential criteria for shortlisting purposes.

Offer of employment: Please note any offer of employment is subject to the receipt of two satisfactory employment references, proof of eligibility to work in the UK and proof of any required qualifications.

Reserve list: A reserve list of suitable candidates may be maintained for the purpose of any similar vacancies (temporary or permanent) that may arise within twelve months of the completion of the recruitment exercise. 

The Irish Football Association is an equal opportunities employer and welcomes applications form all sections of the community. All appointments will be made on the basis of merit.
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