England Handball Association.

 Finance &Administration Officer

JOB DESCRIPTION

POST TITLE:
Finance &Administration Officer

CONTRACT:                                       Fixed Term (September 2010 until March 2013)

SALARY:
£14,000 (Pro Rata) 25 hours per week

RESPONSIBLE TO:
Finance and Development Manager

RESPONSIBLE FOR:
Setting up and managing the administrative systems and processes that are designed to ensure all the data requirements of EHA outcome-related funding are collected, recorded and submitted accurately and on time.

Managing the funding keeping a clear and transparent audit trail using a SAGE Line 50 system.

Working with the Finance and Development Manager to ensure that a robust contracting process is in place and adhered to.

PRINCIPAL RESPONSIBILITIES: 

This list is not meant to be exhaustive, as the post-holder will be expected to help shape the role as the projects develop.

1. Develop appropriate administrative systems in liaison with the Finance and Development Manager and which are suitable to track the delegation and use of project monies.

2. Develop appropriate financial tracking processes to ensure the efficient management of project funds utilising the SAGE Line 50 system.

3. Liaise with the Finance and Development Manager to ensure that all project-funded posts are identified, recruited to, recorded and paid for from the appropriate project funds.

4. Liaise with the EHA team regarding administrative workloads in order to ensure that project deadlines are met.

5. Monitoring contracts against delivery targets and work with the Finance and Development Manager to identify and resolve issues.

6. Additional support to the project manager as appropriate during the lifetime of the project

7. Monitor key project targets and provide monthly electronic returns related to project activity.

8. Provide appropriate management reports to auditors and to the EHA board.







PERSON SPECIFICATION

POST: Finance and Admin Assistant
	
	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT

	EDUCATION/QUALIFICATIONS


	· SAGE Line 50 training


	· Relevant NVQ in Administration, BTEC Higher in Public Administration or equivalent experience.


	Application Form

Certificates

	EXPERIENCE


	· Experience in clerical work/office administration

· Experience in managing project budgets

· Experience of working with a wide range of partners

· Experience in monitoring project partner’s outputs and contracting arrangements


	· Management of short-term project funding

· Use of web-based databases

· Working on community projects
	Application Form


Inter-personal assessments

	BEHAVIOURS


	· Commitment to team  objectives

· Flexible approach to work

· Co-operative team worker

· Ability to travel country-wide
	
	Interview

Reference

	SKILLS & ABILITIES


	· Good problem solving skills

· IT skills – able to use Word and Excel and SAGE Line 50

· Good attention to detail

· Ability to work to tight deadlines

· Very good organiser

· Ability to work on own initiative

· Ability to work as part of a team

· Good communication skills


	· Management of data returns
	Interview

Reference

	KNOWLEDGE & UNDERSTANDING


	· Administrative financial and contracting procedures

· Broad aims of the EHA Strategy


	
	Interview

Reference




