England Handball Association

Title:   Administration and Finance Manager 
       Salary:  £18,895 to £21,259 Full Time
       Department:   Membership / Admin Services 
       Responsible to:  General Secretary 
       Responsible for:  Admin Assistants/ Contractors 

1. Job Purpose 

2.1 To manage membership and course administration services and provide administrative and financial support EHA and portfolio Directors members and regional development officers.

2.2 To contribute too effectively to the efficient management and development of the England Handball Association objectives. 
     
      
2. Main Tasks 

3.1 To manage membership and course administration services provide administrative, clerical and financial support to the EHA. 

3.2 To manage admin staff and other external contracted staff engaged by EHA.

3.3 To accurately maintain manual and computerised records, including processing of financial management information system and invoices. 

3.4 To take minutes of meetings, produce minutes and distribute accordingly. 

3.5 To support executive officers and other development staff/groups such as; producing minutes, reports, letters, memos and other documentation. 

3.6 To produce statistical data in suitable formats, i.e., graphs, pie, charts tables and basic reports. 

3. Key Job Activities

4.1 To operate computers for word processing, data entry (spreadsheets and databases) and use of excel and Sage Accounting. 

4.2 To maintain filing system for EHA. 

4.3 To assist in the processing of orders and invoices for payment including the inputting of the relevant information onto the computer and checking progress of orders and invoices. 

4.4 To deal appropriately with incoming calls, redirecting calls and taking messages as necessary. 

4.5 Manage and undertake general clerical work as required including filing record keeping, and retrieval of information, photocopying and processing of mail. 

4.6 Organising meetings, including scheduling, room booking and refreshments. 

4.7 To assist in the organising events such as stakeholder meeting and Consultation Days. 

4.8 To undertake any other clerical duties as required by the EHA as may reasonably be required with the grading of the post. 

4.9 To abide by the objectives and targets of both the EHA and follow the procedures and practices utilised in all aspects of work, including computerised and manual systems and the maintenance of relevant records. 

To fulfil personal requirements where appropriate with regard to EHA policies and procedures, particularly Health and Safety, equal opportunities, emergency evacuation, security and standards in relation to the work place. 


Note: This job Description forms part of the contract of employment of the person appointed to this post. It reflects the position at the present time only, and may be changed at management’s discretion in the future. As a general term of employment, the EHA may affect any necessary change in job content, or may require the potholder to undertake other duties, at any location in the EHA’s service, provided that such changes are appropriate to the employee’s remuneration and status. 

[bookmark: _GoBack]As a term of your contract of employment, the EHA reserves the right to vary your hours of work and require you to work outside the range of your “typical working arrangements” specified in your Statement of Particulars. This may also include weekend working. 



















PERSON SPECIFICATION 

POST TITLE:   Administrative Finance 


KEY:
COLUMN 3:  E= ESSENTIAL CRITERIA
COLUMN 4: ASSESSED BY 
AF:                APPLICATION FORM 
D:                  DESIRABLE CRITERIA 
I:                    INTERVIEW 
T:                  TEST 
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	1.
	
Qualifications 
· Level 3 NVQ Business/administration or equivalent qualification
· Level 3 NVQ or equivalent Finance qualification 
· 3 Years experience in business/finance role 
· Supervising admin staff 
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	2.
	
Experience 
· Experience of working in an office environment 
· Use of computer systems including MS office 
· Experience in the use of computerised financial accounts packages
· Experience of basic data analysis 
· Experience of organising events
· Experience of taking minutes 
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	3.
	
Knowledge/ Skills/ Aptitude
· Ability to work accurately and to deadlines and under pressure 
· Ability to prepare basic reports 
· Good written/ oral communication skills
· Ability to work as part of a team 
· Ability to prioritise workload and work using own initiative 
· Good organisational skills

	

E
E
E
E
E
E
	

AF/I/T
AF/I
AF/I
AF/I
AF/I
AF/I




       



