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Administration and Finance Officer
Job Description

1. Job Information
Job Title: Administration and Finance Officer
Responsible to: Director

2.
Background

The Consortium is a broad alliance of civil society organisations from across all communities, sectors and areas of Northern Ireland who work together to help develop a human rights-based society. The Consortium provides a coherent, unified, non-party political coalition of over 165 civic society groups who work together to develop the recognition, respect, protection and implementation of human rights standards in Northern Ireland. We do this by providing a platform for civil society groups to work together to achieve this aim through collaboration across different sectors and issues, dedicated research, lobbying and awareness raising. 
3.
Job Purpose

The post-holder, under the direction of the Human Rights Consortium’s Director, will help ensure the efficient management of the Consortium’s administration, finances, fundraising and corporate compliance by playing a leading role in monitoring and advancing our administrative, personnel and financial arrangements.

4. 
Main Duties:
To assist the Director in maintaining and developing the operational effectiveness of the Human Rights Consortium in administrative, financial and personnel matters.

Administration

1. To assist the Director in ensuring compliance with all statutory responsibilities for the Consortium as an employer, charity and limited company, including data protection, employment law and other responsibilities. Including accessing external sources of advice and support as necessary.

2. To assist in the development and maintenance of good governance practices within the organisation. 

3. To provide administrative support for the various programmatic activities if appropriate. 

4. To help organise and manage a working office environment including answering calls, dealing with visitors, suppliers and contractors, processing payments, ensuring the ongoing maintenance and upkeep of the office, working as part of our Building Management Group with other tenants and users of the building and any other general administrative duties as the need arises. 
Finance

1. To help prepare organisational and project budgets, cash flow and budget monitoring reports for submission to the Director and Board of Directors.

2. To support the Director and other staff in fundraising efforts with the preparation of necessary financial data, including project and staff costings, budget development and grant reporting.
3. To help prepare estimates of income and expenditure.

4. To work with other administrative staff to ensure that bookkeeping records, SAGE data and other financial information is accurately and efficiently reflected into management accounts and project or grant reports. 
5. To use Sage software as appropriate, keeping both programmes and personal training fully up to date. Training on the use of SAGE software will be provided if required. 
Personnel

1. To review and update personnel/human resources policies and procedures in line with legislation and best practice, and in particular update any outdated elements of organisational policies and procedures and the staff handbook and keep them under regular review.
2. To ensure the upkeep of all appropriate administrative records, policies and procedures.  

3. To oversee the arrangements for advertising, shortlisting, interviewing, and appointing new staff.

4. To oversee induction arrangements for all new staff.
5. 
Terms and conditions

· Post based in the Human Rights Consortium Office, Belfast 
· Full time, 5 days/35 hours per week, occasional evening and weekend work for which time off in lieu is given. 
· Holiday entitlement – 30 days per annum plus statutory days 
6. 
Salary

Fixed Term Contract to 31st December 2024 – with possibility of extension subject to funding. Salary scale NJC Pts 15 – 19 or £25,874 to £27,852. Plus 8% salary employer’s pension contribution. 
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