JOB ADVERTISEMENT

Title – Assistant Accountant
Reference: AA/07/22

Closing Date: 10 am on Thursday 11th August 2022

Arbour Housing, formerly known as South Ulster Housing Association, a community-based Housing Association located in Portadown wishes to recruit an Assistant Accountant for a permanent position. 

This is an important role within the organisation and the successful candidate will have an opportunity to interact with all activities of the business, gain a broader level of experience and interest as well as contributing to the continued success of the organisation. The role is wide-ranging, challenging and diverse with real opportunities to stretch and develop your professional career. We offer a competitive salary, attractive annual leave, flexible working and, after a qualifying period, private healthcare and contributory pension scheme.
The main responsibilities of the role include:

· Preparation of the monthly management accounts,

· Assist in the preparation of annual budgets, 

· Managing the fixed asset register under component accounting rules and
· To provide financial information and support to other departments.

(Please see our Job Description and Person Specification for a detailed list of duties and requirements).

We are looking for candidates with a minimum of 3 years’ experience in a similar position within a busy finance office including the presentation of accounts and information to management. The position will also require strong IT and administrative skills. Full eligibility requirements are outlined in the Job Applicant Information Pack. 

Candidate Information Packs can be downloaded from the Association’s website. Candidates can also request the documents from Arbour Housing by emailing: recruitment@arbourhousing.org, quoting reference code AA/07/22, Application can be made by submitting up to date CV with a covering letter setting out eligibility in line with the essential and desirable criteria.
Arbour Housing is an Equal Opportunity Employer
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Arbour Housing Limited
Assistant Accountant
Candidate Information Pack
July 2022
Closing Date: CV and covering letter must be received by 10 am on Thursday 
11th August 2022.
Appointment of Assistant Accountant
INFORMATION PACK CONTENTS
1. The Recruitment and Selection Process

2. Job Description and Personnel Specification
3. Summary of Terms and Conditions

4. Employment Policies

An Equal Opportunities Monitoring Form is also included in the pack and should be completed and returned.
The Recruitment and Selection Process
How to Apply
1. If you wish to apply for this post, you should examine the Job Description and Personnel Specification carefully to assess whether you meet the essential and or desirable criteria for the post. 
CVs should be submitted with a covering letter setting out eligibility in line with the essential and desirable criteria.

2. Please note the key dates listed below, advise if you would be unavailable, and suggest any alternative dates.
3. CV and covering letter should be returned by email to recruitment@arbourhousing.org or returned by post to Arbour Housing Limited, 18-22 Carleton Street, Portadown, Armagh, BT62 3EN.

Conflicts of Interest

If a prospective candidate has any actual or potential conflict of interest with the activities of Arbour, this should be declared clearly in the application.  Any indirect association of this kind through any family member or partnership must also be disclosed.

Closing date
Applications must be received by 10 am on Thursday 11th August 2022. Late applications will  not be considered.
Short Listing Decisions

Only those candidates who clearly demonstrate that they possess all relevant knowledge, experience, skills and abilities listed in the Personnel Specification will be shortlisted for interview.  We reserve the right to enhance criteria in order to facilitate the short listing process.  It is therefore essential for your Application to give full concise information and evidence relevant to the position.  Those who have not been shortlisted will be notified.

Interviews are expected to take place week commencing 15th August 2022.

Pre-appointment Enquiries

If you are successful, you will receive an offer of employment conditional upon receipt of satisfactory vetting, references (to be determined at the sole discretion of the employer), pre-employment health check and confirmation of relevant qualifications.  Subject to satisfactory completion of these pre-appointment enquiries, you will be invited to take up post as soon as possible.  We would emphasise that these enquiries will be carried out in full compliance with our Equal Opportunity policy.

Job Description
	Job Title    
	Assistant Accountant
	Revision Date
	February 2020

	Reports to
	Head of Finance
	Department
	Finance

	Overall Purpose:  Effective provision of financial services including involvement in the preparation of budgets, management accounts and financial accounts.

	Key Responsibilities & Outcomes
	Experience

	Key Responsibilities: 

· To assist in the preparation of monthly management accounts.

· To assist in preparation of annual revenue and capital budgets.

· To assist in the annual review of rents and other charges

· To prepare quarterly financial returns to DfC and other returns as required

· To manage the organisation’s fixed asset register under Component Accounting rules

· To assist with the management of the organisation’s Purchase, Project and Nominal Ledgers and to provide other support and cover arrangements as required within the Finance department.

· To assist with the preparation of reports to Boards and ensure that information required for reports by others is provided in a timely manner.  

· To provide financial information and support to other departments as required. 

· To assist in payroll related tasks, including management of Pensions, and communications with HMRC.

·  To assist the Head of Finance with administration of associated loan facilities.

· To assist the Head of Finance with both the internal and external audit processes where appropriate.

· To deputise for Head of Finance at the Association’s Senior Management Team meetings and to participate on corporate activities including health and safety and continuous improvement initiatives.   

· To represent the Finance Department on ad-hoc project teams and at interdepartmental liaison meetings. 

· To assist with the development, implementation and maintenance of financial policies and procedures and to ensure that they are updated in line with the Housing Association Guide.

· To ensure that robust and secure finance systems are in operation in accordance with data protection legislation and the Association’s Business Continuity Plan. 

· To embrace and participate in own personal development initiatives, identifying training opportunities, in order to increase skills and knowledge and ensure that objectives and performance targets are achieved.   

· To deliver individual and team performance to agreed KPI’s within budgeted costs and have a clear understanding of key business priorities and performance indicators, including targets set as part of the Annual Business Plan.  

· To carry out other financial and administrative duties including compilation of returns, invoice authorisation, on-line banking etc
· Recoverable invoices for damage 

· To comply with all policies and regulatory requirements, alerting your Manager to any incidents or breaches.

Key Outcomes
· To work within agreed objectives and time scales to meet the performance criteria
· Proactively assist in the successful development of processes and systems to improve service delivery
· Compliance with all statutory and regulatory requirements

	Essential:
· A minimum of 3 years experience in finance environment including presentation of accounts and information to management
· A minimum of 2 years experience in financial and management accounting including budgets, annual accounts, project appraisal
· Practical experience in using integrated financial packages and Microsoft office products including Excel
Desirable:

· Experience of implementing new systems  

· Experience of Housing, Public or Voluntary Sectors and knowledge of Housing Association Guide 

· Evidence of inter-departmental role (e.g. as trainer, project team manager, advisor, etc.)



	
	Qualifications/Knowledge

	
	· Qualified/Part Qualified Accountant with one of the recognised bodies  (CCAB or equivalent) or Accounting Technician keen to progress their career
· Business or IT related third level qualification (minimum HND level)  – desirable 


	
	Other

	
	Driving Licence Required
	Yes

	
	Mobile working required
	No

	
	Evening and weekend working required
	No

	
	Other
	Flexible approach to working hours


You are also required to undertake any other duties within your capabilities as may be reasonably required.
	Competency Requirements for the role

	Effective Two-Way Communication - Sharing facts and feelings to ensure all are informed, encouraging others to speak, whilst listening to their views, even in the most difficult situations
Personal and Team Effectiveness - Overcoming obstacles and delivering results by showing and improving personal effectiveness, whilst ensuring co-operation with colleagues and external partners 
Embracing Change and Solutions - Having a positive attitude to change and the ability to identify opportunities to improve performance.

Leadership and Motivation of Others - Encouraging others at all times to contribute their full potential to the organisation

	Customer Focus - Commitment to putting customers first and the ability to deliver a consistently high level of service
Organisational Awareness - Understanding how the organisation works, its operating procedures and deliverables, in order to achieve its objectives
Problem-solving and Decision-making – Ability to solve problems and make decisions independently 
Organising and Planning - Ability to manage own workload and of others to achieve 
results, meet deadlines
Analytical and Research - Ability to research, interpret and present information
Equality and Diversity – Create a working culture that recognises, respects, values 
and uses Equality and Diversity for the benefit of all




Personnel Specification

	
	Essential
	Desirable

	Education & Qualifications 

Experience

Knowledge

Skills


	Assessed at shortlisting and interview:
· Qualified or Part qualified Accountant with a minimum of 3 years’ previous experience gained in a similar position within a busy finance office or Accounting Technician keen to progress their career
· Minimum of 3 years’ previous experience in a finance environment including working on preparation and presentation of accounts and information to management

· Minimum of 2 years’ experience of financial and management accounting including involvement in budget preparation and annual accounts
· Presentation of information to managers or non-finance staff
· Practical experience in using integrated financial packages and Microsoft products especially Excel

Assessed at interview:

· Working knowledge of general office systems, practices and procedures
· Effective presentation skills
· Effective organisational skills

· Effective interpersonal skills with the ability to relate to a wide range of stakeholders
· Effective communication skills 
· Ability to plan and prioritise workload to achieve results and meet deadlines
· Ability to challenge in a constructive manner

· Innovative approach to problem solving
· Ability to work effectively with a minimum of supervision
· Ability to work effectively as part of a team

· Flexible approach to work and ability to work to strict deadlines
· Provision of high level customer service


	· Business related third level education (or equivalent)
· Experience of Housing, Public or Voluntary sector and knowledge of the Housing Association Guide

· Evidence of an interdepartmental role

· Operation of CIS returns

· Awareness of social housing sector



You are also required to undertake any other duties within your capabilities as may be reasonably required.
Summary of Terms & Conditions of Service

	Salary Scale:
	£30,984- £34,373 Points 26-30 

	Hours of Work:

	37 hours per week - Monday to Friday. 

	Leave Entitlement:

	21 days per annum 

	Place of Work:
	Offices of Arbour Housing Limited

18-22 Carleton Street

Portadown

BT62 3EN

	Notice Period:
	1 Month

	Pensions:
	Arbour Housing offer a contributory pension scheme, further details of which will be discussed at job offer stage. 

	Private Medical Insurance
	We offer Private Medical insurance for all staff available after completion of probation, with the option to add family members at preferential rates.

	Flexible working
	We operate a flexi time scheme allowing for flexible working arrangements outside of core hours.

	Probation:
	You will be on probation for a period of up to six months.


Employment Policies

The appointment is subject to satisfactory employment references, satisfactory checks of qualifications and a medical check.
As part of the selection process for the vacancy, you will be asked to provide, in confidence, evidence of entitlement to work in the UK and any criminal history information. 

You are invited to complete and return the Equal Opportunities Monitoring Form to assist us in monitoring our Equalities Policy.  The provision of this information is voluntary.   

The information provided by you on the Equal Opportunities Monitoring Form will not be made available to the selection panel.   Statistical and anonymous reports will be produced for monitoring purposes from the information contained in the document for submission to the Equality Commission on an annual basis.
The information provided by you on the application and any supplementary forms will be used for the purpose of selection, recruitment and any further subsequent employment administration if the application is successful.  
Arbour Housing is an Equal Opportunity Employer
