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Society of St Vincent de Paul                                           JOB DESCRIPTION 
 

 
Job Title: Finance 

Administrator 
Job Holder: Vacant 

Reports To: West Area Treasurer 
with a dotted line 
Regional Coordinator 

Location: SVP Galway,  Ozanam 
House, St Augustine Street, 
Galway. 

Region: West Date of Job Description: November, 2022 
 

1. PURPOSE OF THE JOB 
The purpose of this role is to provide finance administration support for the Galway Area Council 
though maintaining proper financial records and provide administrative support. 



2 
 

 
2. ENVIRONMENT OF THE JOB 
The SVP is a large, national, voluntary organisation with extensive experience of working with a 
diverse range of people who experience poverty and exclusion. Through its network of over 12,000 
volunteers and 700 staff, it is strongly committed to working for social justice and advocates the 
creation of a more just and caring society.  SVP employs people to support volunteers in a variety 
of settings including Social Housing, Child & Family Services, Retail, Administration and other 
specialist areas.    
 
SVP is committed to ensuring that everyone we encounter, regardless of age, gender identity, 
disability, sexual orientation, or ethnic origin has the right to be protected from all forms of harm, 
abuse, neglect, and exploitation. All employees are expected to act in accordance with SVP policies 
on Dignity & Respect and Safeguarding in respect of related Children and Vulnerable adults 
Safeguarding policies and procedures. 

 
The Society is Christian based with a strong sense of Gospel values. The founder of the Society, 
Blessed Frederic Ozanam, was a devout Catholic and his legacy of spirituality remains a key 
element for volunteer members of the Society and underpins the conduct of conference meetings. 
It can often therefore be normal practice within the Society that prayers are said at the beginning 
and end of Conference meetings or at meetings where members are in attendance as this 
underpins the ethos of the Society. There is no requirement for staff members to actively 
participate in the saying of prayers but to respect the ethos of the Society and be aware that this 
practice may occur. 
 
The role is based in the Galway office and is part of a team.  Given the diverse nature and size of the 
Society, there is a requirement for the job holder to be flexible in their approach to ensure the needs 
of the organisation are met. There will be a need to assign additional /alternative tasks or duties 
dependent on the needs of the Region and will be within the job holder’s capabilities.  

 
3. GUIDANCE AND AUTHORITY 
The job holder will report to the Galway Area Treasurer and will have a dotted line to the Regional 
Coordinator for day to day support.    
The post holder is expected to operate with considerable autonomy.  The nature of matters 
referred upwards are those: 

• Where significant resistance is experienced in the development of good practice and 
implementation of policy. 

• Where practice or proposed practice places stakeholders in a position of risk e.g. a child, a 
vulnerable adult, members, volunteers, the reputation of the Society.  

• Where decision will have a significant impact on the workload of others. 
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4. PRINCIPAL ACCOUNTABILITIES 
ACCOUNTABILITIES HOW ACHIEVED 
1. Maintain accurate financial records • Prompt mailing of receipts and other finance 

related correspondence. 
• Maintain filing/record keeping system in line 

with SVP GDPR policy and Revenue 
requirements. 

2. Maintaining and data input onto SAGE 
Books finance system 

• Inputting of data to SAGE, 
invoices/lodgements on a daily/weekly basis as 
required. 

• Completing bank reconciliations on a monthly 
basis. 

• Maintaining Income and Expenditure Accounts 
and monthly bank reconciliations from SAGE. 

• Inputting data on Agresso as required. 

3. Produce monthly, quarterly and annual 
accounts 

• Allocation and analysis of costs and income.  
• Preparation of draft financials for annual audit. 
• Respond to queries from Auditors. 

4. Attend Board/Conference Meetings • Compile reports  and present updates to 
Conference/ Board on income and expenditure 
as requested. 

5. Accounts payable • Ensuring prompt and accurate payments are 
made  by electronic transfer as required. 

6. Payroll administration • Timely preparation of payroll submission to 
outsourcer in line with submission deadlines. 

• Highlight any errors or anomalies in the payroll 
to Regional Coordinator. 

• Escalate and resolve payroll queries as arise. 

7. Revenue report • Analysis and reconciliation of Revenue data as 
required. 

8. Annual Reporting • Complete annual financial reports as directed. 

10. Fundraising • Provide administrative support for area 
fundraising efforts 

• Compile and submit the annual CHY 2 
Certificate tax back system claim. 

11. Projects/other tasks assigned • Undertake other duties appropriate to the post 
which may evolve as the role progresses and 
until such time as this job description is 
reviewed/updated. 
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5. CHALLENGES 
There are a number of challenges in this role, largely determined by the scale, complexity, 
voluntary nature and high levels of local autonomy with the Society. 

• Acceptance of the dynamic of a complex, national, membership organisation and an 
understanding of how this both contributes to and constrains the work. 

• Influencing others not under direct authority. 
 

6. OTHER INFORMATION 
In addition to the duties and responsibilities listed above, the job holder may be required from 
time to time to perform other duties as deemed reasonable and necessary by the employer. The 
job holder may also be required from time to time to work or attend training/meetings at another 
location. As much notice as is reasonably practicable will be given of any such requirement/ 
change. 
 
The Society is committed to the Right to Disconnect Code of Practice which applies to all 
employees irrespective of where they work, be that office, service, home or other remote location, 
or their working pattern, either core, shift, or flexible hours. 
 
Given the nature of our organisation, employees may request or be required, depending on their 
role and agreement of management, to work in a more flexible manner and occasionally outside of 
their normal/standard working hours. Certain roles by their nature may have a requirement to 
work evenings or weekends and may be on a shift pattern (as detailed in the written particulars of 
employment), others may be required to attend evening or weekend meetings with members or 
may be subject to annual peaks and troughs in the workload. These are usually normal, expected, 
and foreseeable work-related requirements and staff should ensure that they receive the required 
breaks and compensatory leave as detailed in the Society’s Time off in Lieu policy. Employees are 
responsible for notifying their manager in writing of any statutory rest period or break to which 
they are entitled to and were not able to avail of on a particular occasion and the reason for not 
availing of such rest period or break within one week. 
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7. EDUCATION, KNOWLEDGE, EXPERIENCE AND SKILLS TO UNDERTAKE THE ROLE AT A 
FULLY ACCEPTABLE LEVEL 
EDUCATION 

• A third level qualification or equivalent in accountancy/ finance/ business discipline is 
required. 

KNOWLEDGE 
• Current relevant legislation and accounting guidelines. 
• A knowledge and appreciation of the Society, its ethos, mission and values.  
• Knowledge of needs and issues of the poor and disadvantaged.  

EXPERIENCE 
• A minimum of two years of accounts experience in a similar position with similar duties is 

required. 
• Experience of using Sage and similar packages, especially of producing reports is essential. 
• A minimum of one year of experience of producing board reports is desirable. 

SKILLS 
• Good accounting skills. 
• Excellent organisation skills with strong attention to detail is essential. 
• Strong IT skills including MS Word, Excel, PowerPoint is essential. 
• Excellent communication and interpersonal skills, both written and verbal, in individual and 

group situations in a professional manner.  
• Excellent numerical and problem solving skills. 
• Process analysis and documentation skills. 
• Ability to work on own initiative, and as part of a team. 
• An ability to establish and foster excellent working relationships with many different people 

across different functions and locations. 
• An ability to contribute and make suggestions to improving policies, procedures and 

streamline ways of working. 
 
The person must also demonstrate the following personal attributes: 

• Be honest and trustworthy 
• Be respectful 
• Possess cultural awareness and sensitivity 
• Be flexible 
• Demonstrate sound work ethics 

8. COMPENSATION AND BENEFITS 
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9. MAIN TERMS AND CONDITIONS 
 

Contract Type: Permanent 
Hours:  37.5 hours per week 
Pension:  5% employer contribution or 7 % employer contribution 

5% employee contribution or 7 % employer contribution 
Salary: €32,380.40 per annum 

 
 
 
 
 
 
 

10. STRUCTURE CHART 

A core DC pension offering with a 5% employer and employee contribution, and an 
option to increase to 7% employer contribution on a matching basis Pension

Four times salary Life assurance 

Entitlement to sick pay following probation period, with level of entitlement increasing 
with length of serviceSick pay

Group discount for Hospital Saturday Fund (HSF)Health plan

23 days annual leave for all staff. 
Additional day’s leave at 5, 10, 15 & 20 years, with a cap of 27 annual leave days 

Annual leave

2 Discretionary days (Christmas Eve & Good Friday)*Discretionary days

18 weeks full pay for staff with more than 12 months serviceMaternity/ Adoptive leave

2 weeks full pay for staff with more than 12 months servicePaternity leave

€250 voucher for all staff (subject to terms of policy)Christmas Voucher

6 counselling sessions provided per annumEmployee Assistance 
Programme (EAP)

Additional one-off 5 days annual leave allocated in year that 25, 30, 35 & 40 years 
service achieved, plus €250 voucher

Life Appreciation 
recognition

Staff with 10+ years service will receive a €250 voucher on retirement Retirement

Fee support up to €1,500 for job relevant courses, plus exam and study leaveEducation 
Support Education Support 

SVP support and embrace Flexible Working, including working from home, in line with 
the SVP Flexible Working Policy, where appropriate and subject to role requirements.

Hybrid/Flexible Working 
Available
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The information contained in this job description is a true and accurate reflection of the job as at the 
date specified. 
 
 
 
…………………………………….….  …………………………………...… 
Job Holder    Line Manager 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Regional 
Coordinator

Galway Area 
Treasurer

Finance 
Administrator
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