Integrated Education Fund

Job Description and Personnel Specification
Job Title:
  
Administration and Finance Officer
Location:
  
IEF, Forestview, Purdy’s Lane, Belfast BT8 7AR
Reporting to:

Operations Director
BACKGROUND

The Integrated Education Fund is an independent charitable trust established in 1992.  The IEF works to raise funds locally, nationally and internationally both to provide a financial foundation for the development and growth of integrated education and to increase opportunities for sharing in education across the community in Northern Ireland.  

The Fund’s development plan, Opening Minds, outlines the Fund’s vision of a school system free from religious, social and cultural divisions: a vision of a school experience opening minds to the possibilities of a shared future.
We know, from extensive research, that the vast majority of parents want to see this become a reality. 
More information about the work of the Fund is available on the IEF website www.ief.org.uk.
MAIN PURPOSE OF POST

1. The postholder will support the Integrated Education Fund in all areas of its work eg grant making, fundraising, advocacy and general administration.


2. The postholder will assist the Operations Director to provide financial support for the work of the Fund by undertaking book-keeping functions, maintaining records and carrying out financial and statistical research.

3. The postholder will provide efficient and effective administrative support, which includes but is not limited to:
a) clerical work eg producing and circulating letters and papers, updating of databases, filing, incoming and outgoing mail etc as required; and 
b) reception duties eg telephone management and dealing with visitors to the Fund
MAIN DUTIES

· Undertake specific book-keeping functions and assist with the financial administration of the Fund including raising of cheques, maintaining cheque journal and other financial records in Excel, analysing staff usage of mobile phones, business credit card etc and producing annual analysis of fundraising event costs and donations. 

· Carry out financial and statistical research, maintain the Financial Policy & Procedures Manual and Assets Register and update/amend each as necessary.

· Undertake bank lodgements at banks in the area.


· Provide clerical assistance to the Senior Management Team and other staff as required as well as general office support services including the updating of databases, photocopying, filing etc.
· Operate and maintain an NEC telephone management system, directing calls as appropriate, taking messages etc.

· Process incoming mail (routing, photocopying, distributing, filing) and outgoing mail (operating franking machine, maintaining postage records, delivery of mail to nearby Post Office).  Co-ordinate bulk mailings through Whistl post or similar.

· Undertake diary management including monthly monitoring of staff absence; booking of meeting rooms; alignment of paper and online diaries; setting up and arranging Office Meetings to ensure the maximum number of staff are able to attend, and note taking at the meetings.


· Liaise with external suppliers of, for example, stationery; cleaning supplies; and drinking water.  Ensure the best price is obtained and that invoices for whatever department are accurate, diligently following up on any invoicing queries.


· Welcome visitors on arrival, presenting a friendly and efficient ‘front of house’ for all those contacting or visiting the Fund.  Direct visitors to appropriate offices or meetings, advise relevant staff etc.  Provide refreshments for admin meetings as required (make and serve tea and coffee etc, order and collect sandwiches, set up and clear away, etc).

· Participate in and assist with IEF events and activities as required.


· Contribute to induction programme for any new members of staff or new Trustees.


· Provide cover for other members of staff during periods of their absence.


· Support all Fund policies and procedures.


· Other duties as may be required. 
EXPERIENCE / QUALIFICATIONS REQUIRED

Essential criteria
1. Candidates must have either:

2 A-levels or equivalent plus two year’s administration experience
or

3 year’s broad-based administration experience
In both cases, the administration experience must have been gained within the last five years, in a similar role at a similar level, in an office or similar environment


2. Excellent verbal, written and analytical skills 

3. Book-keeping experience

4. Excellent interpersonal and communication skills with the ability to work as a member of a small team, developing and maintaining good working relationships with all colleagues

5. Ability to work on own initiative

6. Good telephone manner 


7. GCSE English and Maths, Grade C or above, or equivalent 


8. Proficiency in computer skills including word processing (Word), the operation of databases (Access) and spreadsheets (Excel) as well as Outlook and the internet 


9. Empathy with the values and ethos of integrated education

10. A professional appearance and manner

11. Ability and willingness to attend meetings, events and networking opportunities outside normal business hours

Desirable criteria
When shortlisting, the IEF reserves the right to apply the desirable criteria in merit order as follows: 

1. Experience of the NEC telephone system 


2. 4 year’s experience or more in an office or similar environment within the last 5 years 

3. RSA Stage II Typing/Word processing or equivalent

4. Experience with Windows 7, and MS Office 2010

5. Experience in financial and/or statistical research


SUMMARY TERMS AND CONDITIONS

Salary:
NJC Scale Points 18 – 21 (currently £17,714 - £19,742), 
depending on 
experience.  
Pension:
The IEF will contribute 5% of gross salary to the employee’s personal pension scheme after successful completion of the employee’s probationary period.


Type of Post:
Full-time, Permanent.

Hours:
35 hrs per week, 9.00am – 4.30pm, Monday – Friday.

Overtime:
None.  Time off in lieu (TOIL) will be given for any agreed additional hours 
 

worked.

Holidays:
20 days per annum annual leave, plus 13 days per annum customary holidays.
The IEF values diversity and welcomes applications from all sections of the community.
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