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Job description

	Date:  15 January 2024 
	 
	
	


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	PCPLBS002

	Section:

	Neighbourhood Services

	Job title:

	Finance and Data Support Assistant 

	Grade:
	Grade 4


_____________________________________________________________________

Main purpose of job

To be responsible to the Finance and Claims Officer for the provision of comprehensive administrative support in relation to the finance, monitoring and data entry aspects to aid the implementation and effective delivery of the PEACEPLUS Programme, financed through EU and managed by the Special EU Programmes Body (SEUPB).

The postholder will specifically:

1. Provide administrative support to the Finance and Monitoring functions to ensure the smooth running of finance and data management activities, including maintain a systematic filing system and processes to enable retrieval of documents for verification and audit purposes.

2. Assist the Finance and Claims Officer with the processing of invoices, purchase orders and receipts, including verifying the details and maintenance of financial transactions and reports including liaising with the wider finance department to source supporting information for claims purposes.

3. Assist the Monitoring and Data Analyst with the recording, upkeep, data entry and analysis of monitoring and evaluation information, to aid the achievement of targets and results for all funded projects within the PEACEPLUS Plan, ensuring compliance with Programme regulations and in accordance with corporate, departmental and unit policies and procedures.

4. Assist the Programme Lead Officer in providing advice and guidance to staff and project delivery partners on all Programme finance and monitoring matters.






Summary of responsibilities and personal duties

1. Responsible for the provision of comprehensive administrative support in relation to the finance, monitoring and data entry aspects to aid the implementation and effective delivery of the PEACEPLUS Programme, financed through EU and managed by the Special EU Programmes Body (SEUPB).

2. Provide administrative support to the Finance and Monitoring functions to ensure the smooth running of finance and data management activities.

3. Maintain a systematic filing system and processes to effectively organised and update records to enable retrieval of documents for verification and audit purposes and ensuring data integrity.

4. Assist with the processing of invoices, purchase orders and receipts, including verifying the details and maintenance of financial transactions and reports in accordance with Programme regulations corporate, departmental and unit policies and procedures.

5. Liaise with departmental finance support staff in relation to all finance support matters to source supporting information for claims and verification purposes and, where appropriate, to act as the point of contact with those staff for the unit.

6. Assist with the provision of goods and services, as required, and in accordance with Programme regulations and the council, departmental and section procedures.

7. Assist with the recording, update and data entry of monitoring and evaluation information and databases using both manual and electronic systems. 

8. Support data compliance with Programme regulations and GDPR, DP regulations and legislation in accordance with corporate, departmental and unit policies and procedures.

9. Assist in analysing financial and monitoring data to identify trends, patterns, variances, and irregularities, and highlight issues to be addressed.  

10. Support the preparation, analysis and presentation of financial and monitoring data in a timely and cost-effective manner for inclusion in reports, briefings and presentations.

11. Support the processing, preparation and submission of claims, monitoring and progress reports claims on a monthly/ quarterly basis as required.

12. Assist in the dissemination of advice, guidance and information on all Programme finance and monitoring matters to staff and project delivery partners.

13. Assist with data verification to ensure accuracy of data, conduct routine checks to ensure consistency and resolve any discrepancies.

14. Ensure compliance with financial policies, procedures, and relevant regulations and stay informed about updates in financial, monitoring and data retention best practices.

15. Communicate effectively with PEACEPLUS team, other relevant departments, stakeholders and delivery partners regarding data entry, monitoring and financial tasks.

16. Support the planning, design and co-ordination of training, events and activities undertaken as part of the PEACEPLUS Programme.

17. Assist in arranging meetings as required, including the timely circulation of papers required and the co-ordination of related and other papers, and to attend meetings and draft minutes when requested.

18. Foster good working relationships and regular liaison with the Good Relations Unit; assisting to identify and develop key priorities which contribute to the objectives and business plan of the unit.

19. Motivate and manage any staff, that may be assigned, to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

20. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

21. Participate as directed in the council’s recruitment and selection procedures.

22. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

23. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

24. Undertake such other relevant duties as may from time to time be required.

[bookmark: _Hlk136852842]This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.




Employee specification

	Date:  14 April 2026
	 
	
	


_____________________________________________________________________

	Department:

	City and Neighbourhood Services
	

	Post number:

	PCPLBS002
	

	Section:

	Neighbourhood Services
	

	Job title:

	Finance and Data Support Assistant 
	

	Grade:
	Grade 4
	


_____________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms:

· have at least five GCSEs (Grades A - C) including English, or equivalent qualifications; and

· be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following areas:

a) assisting with the management and collation of financial records and budgets, using finance or accounting software whilst adhering to strict financial and claims deadlines, whilst applying external funders’ policies and procedures, and
b) collation, verification, analysis and reporting of complex data using software and databases.


Desirable criteria

In addition to the above qualifications and experience, Belfast City Council reserves the right to shortlist only those candidates who, as at the closing date for receipt of application forms:

· in the first instance, have at least two years’ relevant experience in each of the areas notes above, (a) and (b); and
· in the second instance, have a third level qualification in a relevant subject such as Finance, Accounting and Data Analytics or an equivalent qualification.


Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes which may be tested via a pre-interview exercise and at interview:

Analytical and decision-making skills: the ability to assimilate and understand complex information on operational and, or service issues and effectively communicate with others. 

Budget and resource management skills: possess a knowledge of budget preparation and financial reporting. 

Communication skills: an appropriate degree of literacy, comprehension, and grammar, and the ability to compose reports and letters at an operational level.  

Customer care skills: possess good interpersonal skills with experience in customer care procedures and an awareness of the importance of responding to the needs of both internal and external customers.   

ICT skills: a high level of computer literacy with evidence of previous experience in the use of specialist software and generic software packages to assist in preparing complex data, and to interrogate and manipulate IT systems and computerised financial management systems.

Problem solving skills: possess strong problem-solving skills and capable of providing management with practical solutions to problems from analysing statistical information in order to make informed decisions about service requirements.

Team working skills: an effective team member who works enthusiastically with others to exceed agreed targets and objectives.

Technical knowledge: an operational understanding of the principles and methodologies of best value and knowledge of council structure, departments, their main functions and a general understanding of the council and committee structure.

Work planning and organisational skills: Ability to prioritise work and follow through programmes to ensure that work is satisfactorily completed. 
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