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	Title
	Finance Executive & Office Administrator (GB)

	Department
	Great Britain

	Division
	Markets

	Grade
	GB5

	Type of Contract
	Permanent and Full-time

	Reporting to
	Deputy Head of Great Britain/Consumer Marketing Manager

	Location
	London


Purpose of the role:
To support Tourism Ireland’s operations by ensuring that its GB office functions efficiently and effectively through providing a range of administrative, financial and office management supports.

Finance:
1. Providing support to the Great Britain office and managers on finance issues and budget management and acting as the key point of contact in the GB team for the HO finance teams.

2. Supporting the GB team in the development of the financial plan and ensuring that subsequent budget transfer records are kept up to date.

3. Preparing and monitoring the overheads budget.

4. Checking all invoices and purchase orders are completed correctly and processed in accordance with Tourism Ireland financial procedures before forwarding to HO on a regular basis.

5. Accruing for costs on instructions from GB team before month-end.

6. Reconciliation of credit card, control and recording of petty cash and local expenditure.

7. Recording and lodging sales ledger income and miscellaneous income and coordinating review of debtors report and invoice requests in conjunction with HO finance teams.

8. Checking personal expenses sent to HO.

Office Administration & Support:
9. Organising and coordinating key operational aspects for the office including office supplies management, reception rota, health and safety representation, liaising on day-to-day office issues.
10. Liaising with the managing agents and solicitors on issues affecting the London office, e.g. rent review, office maintenance, fire risk assessment and representing Tourism Ireland at Tenants’ meetings throughout the year.

11. Looking after IT and communications technology matters and liaising with HO ICT departments and third parties as appropriate.
12. Implementing and maintaining general office procedures and administrative systems.
13. Assisting with staff inductions and providing general training, coaching and support to colleagues in a range of Tourism Ireland policies, procedures and processes.

14. Be available to support the GB team in a range of activities including events and shows as may be required from time to time.

15. Such other duties as the company may from time to time reasonably require.


The successful candidate will possess the following skills, experience and competencies.

Essential
· Excellent organisation, administrative and time management skills.
· Experience in using financial databases and processes.

· Excellent verbal communications skills.
· Good written communications skills.
· High level of IT proficiency including skills in Word, Excel, PowerPoint and accounting software.
· Highly numerate.
· Proven problem solving skills.
· A good team player with well-developed interpersonal skills.
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Date:  August 2015

