


SAINT JOHN OF GOD FOUNDATION

JOB DESCRIPTION

Role:	Finance Executive
Background
Saint John of God Foundation (www.sjogfoundation.ie) is a fundraising charity that supports Saint John of God Hospitaller Services Group, a non-profit healthcare organisation providing services for intellectually disabled children and adults, mental health care, care of children with terminal illness and care of elderly people in Ireland, United Kingdom and Malawi.  The company is connected with the Saint John of God fundraising companies in the UK and the Netherlands.


Job Description for Finance Executive

The Finance Executive will be a staff member of Saint John of God Foundation.

Position:		Finance Executive
Responsible to:	Chief Executive

Reporting to:	Chief Executive	

The reporting responsibility may change during the course of the contract.


Mission Statement of Saint John of God Foundation

Raising funds to support positive mental health and the full potential of those living with intellectual disabilities.


Organisational Philosophy

This Mission is carried out on behalf of, and in keeping with the philosophy and values of the Saint John of God Hospitaller Services Group, Hospitality, Compassion & Respect.  Concern for the dignity and welfare of each person using any of the Services programmes is central to the charity’s value systems. The development of this position and those responsibilities attached to it is a measure of our commitment to those values and to the right of each person to have available a range of high quality responsive services which will meet current and changing needs.










Person Specification

	Education:
	Educated to Accounting Technician certification (ATI) or similar Accountancy qualification.

Fluency in English to CEFR Level C1 or C2.


	Experience:
	A good understanding of accounting, payroll, and Accounting principles.  

A minimum of 5 years experience in commercial or charity environment.


	Computer Literacy:
	Excellent IT skills.  Knowledge of accounting software packages essential.

Proficient user of MS Excel. 


	Competencies:
	· Organised and accurate administration
· Experience of working with colleagues in a fundraising/sales team
· Excellent attention to detail
· Organised and systematic
· Numerically competent and confident 


	Confidentiality:
	The Finance Executive may have access to information concerning the medical or personal affairs of clients and/or staff or other Centre/Service business.  Such records and information are strictly confidential and unless acting on the instruction of an authorised person, on no account must information concerning staff or clients or other centre/service business be divulged or discussed except in the performance of normal duty.  In addition, records may never be left in such a manner that unauthorised persons can obtain access to them and must be kept in safe custody when no longer required.





Job Purpose

Saint John of God Foundation recognises the strong need to continue its capacity manage and account for its funds effectively.
Job Description
· [bookmark: page2]Manage and control 8 company bank accounts, ensuring accuracy and compliance with financial regulations.
· Provide monthly accounts information and prepare Management Accounts P&L statement as well as balance sheet, ensuring timely and accurate reporting.
· To prepare monthly accounts and Business Information for the Chief Executive and highlight issues for the Chief Executive’s attention.
· Liaise with payroll provider to ensure timely payment of salaries, ensuring smooth payroll operations.
· Reconcile income between banks and donor database (Salesforce) on a weekly basis.
· To ensure compliance with all Revenue Commissioner guidelines. And to administer the company pension scheme.
· Prepare comprehensive Profit and Loss (P/L) statements and Balance Sheets, consolidating financial information to provide a clear overview of the company's financial position.
· To manage internet banking – Download various bank files, process same and communicate as required with banks directly. 
· Execute online money transfers to both foreign and domestic banks, ensuring accurate and timely transactions.
· Process creditor payments and generated a creditors control report, maintaining accurate records of outgoing payments.
· To produce and review Fundraiser’s Income and Expenditure reports – to highlight issues for Chief Executive’s attention. 
· Collect and process incoming mail daily, recording receipts, balancing accounts, and lodging cash to the bank.
· Deliver Direct Debits to Donor Care colleagues, facilitating smooth transaction processing.
· Liaise with auditors during the annual audit process, providing necessary documentation and support as required.
· Complete monthly bank reconciliation, ensuring all transactions were accurately recorded. 
· To maintain details of Employee Holidays, record written notification and file and enter in system. 
· Pass Necessary Journal Entry and close monthly book of accounts. 
· Perform necessary Budgeting and Forecasting as per business requirement: Such Donor files and other adhoc activities.
· Conducted detailed financial analysis to identify trends, variances, presenting findings to senior management for review and action.
· Ensure compliance with all guidelines set forth by the Revenue Commissioner, maintaining adherence to regulatory standards.

	Key Accountabilities

	Performance Outcomes


	Company Income & Expenditure

	Produce Company Management Accounts and Business Information on a monthly basis.

	Payroll

	Management of monthly pay and ensure salaries are paid by the final Thursday of the month

	Cash / Standing Order Receipts 
	Accurate recording of donations received off-line and on-line and lodged with bank

	Ensure Charities Act 2009 and Statement of Guiding Principles for fundraising are implemented and adhered to fully
	The work managed by the post holder will be fully compliant with Act and Guiding Principles

	Contribute to the development fundraising by being active in fundraising planning work and in team meetings
	Contribute to meetings and build learning on other areas of fundraising




This Job Description is not intended to be a comprehensive list of all duties.  The person appointed may be required to perform other duties as appropriate which may be assigned to him/her from time to time and to contribute to the development of the position.       

Main Terms & Conditions
Contract type:		9 Month Fixed Term Contract
Salary:			€50,000
Hours:			35 hours per week
Holidays:		25 days per year
Work Location:	Blended/ Saint John of God Campus, Stillorgan, Co. Dublin.  Tuesdays and Wednesdays in the Office with increased office attendance in busy appeal periods.
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Action: Weekly MonthlyQuarterlyAd- Hoc Annually

Download bank transaction files on a weekly basis & after month ends X

Accounts Payable:

Accounts Payable- process invoices on Iplicit and arrange payment X

Ensure cleaner is paid weekly X

Ensure supplier statements are correct & follow up on any 

discrepancies X

Review transactions on 8 bank accounts  X

Ènsure sufficient funds in bank accounts and arrange liquidity and 

reserve transfers when required X

Ensure all debits are posted on Iplcit re - invoices/direct debits/EFT for 

4 Foundation & Assosciation bank accounts X

Aged creditor analysis X

Process expense claims by the team & arrange refund X

Payroll:

Liaise with payroll providers for ROI & NI staff and advise of any salary 

adjustments, then pay staff the last Thursday of the month. X

Liaise with pension providers and advise of any changes to pension X

Liaise with DIS & Income protection provider when required X

Prepare Payroll Journal spreadsheet & Salary check s/s for HSG X

Bank Reconciliaiton:

Run 8 reports on Salesforce for previous month, update narratives & 

derive Saleforce income report X

Update Income s/s & forward to HSG to update Iplicit X

Upload csv & pdf bank statements to Iplicit X

Set up csv files for Large AIB a/c and Danske from Salesforce report & 

upload on Iplicit X

Receive visa stmt in post, scan and send to Sarah & John for their 

information  X

Post credit card transactions by JF & SD on Iplicit X

Reconcile bank accounts & advise HSG when actioned X

Update "Foundation & Assoc GC & SO Income 2023" with income for 

month & send to John X

Grant /Income recognition & distribution:

Establish Restricted income journal (website donation report & 

Benevity) and pass corresponding journals X

Arrange payment of restricted income to services when applicable X

Arrange payment of grants when required X

Check iDonate lodgment to small AIB a/c for Suzanne House and advise 

Roisin McGarry. Sarah to provide statement from iDonate X

Liaise with John re payment of Foundation transfers of €240k per mth 

to HSG X

Liase with John re payment of Associaton transfers of GBP£11k per 

month to HSG X

Postal Donations:

Open post and record amounts donated for processing by the Donor 

Care Team (witnessed) X

Prepare bank lodgement of cash/cheques & postal orders received in 

post (witnessed) X

Ensure bank lodgement is reflected on bank statement correctly and 

investigate if not X

Arrange for GBP donations lodged to ROI a/c to be transferred by EFT to 

NI bank a/c X

When campaign closes - calculate "profit" of campaign and arrange 

transfer to recipient service X

HR Locker

Ensure holiday s/s and HR locker correspond X

Record sick leave on HR locker X

Record manual adjustements to leave such as buying/selling holidays 

& days earned in lieu on HR locker X

Liaise with Auditors

Main point of contact for external financial audit - provide all 

information required for sampling, liaise with other departments and 

CEO to retrieve information and answer all queries they pose. X

Liaise with Internal process auditor when required, provide 

information and answer queries. X

Update process maps & set up new process maps when required X

Action directions from Auditors as result of audit- pass journals/update 

mandates etc X

Revenue

Review ROS and ensure any queries/correspondence is actioned such 

as Charitable donation scheme renewal X

Calculate submission to VAT compensation scheme  X

Liaise with Payroll providers re P30 payments for ROI X

Ensure P30 equivalent is paid on HMRC for NI employee monthly X

Advise Stephen & John of tax refunds credits to bank account,  X

Action call off between revenue statement and actual refunds 

received - TBC - whether Finance or Stephen actions this X

Fire Warden

Attend fire warden training annually X

Undertake weekly checks of building & conduct bell test  X

Forward completed fire safety checks to HSG X


