Part Time Finance Administrator (no more than 20 hours a week) 
Background

The Irish Hockey Association (IHA) is the governing body for hockey in Ireland as recognised by the Irish Sports Council and Sport Northern Ireland.  The IHA is a not for profit organisation with Clubs, Schools and Provincial Branches affiliated to it and is responsible for the organisation and running of hockey from grass roots, umpiring, coaching, competitions and high performance. 
Responsibilities:

Reporting directly to the CEO, the successful candidate will have full responsibility of the day to day accounting function:

· Credit control.
· Expenses control (cash & credit card)
· Bank reconciliations
· Extensive liaison with internal members of staff and external parties to ensure expense/invoice/query-handling procedures are adhered to
· Maintenance of sales, purchase and nominal ledgers

· Payroll processing

· Dealing with staff and supplier queries

· Stock control

· Production of monthly expenses & management accounts & report 
· Ad hoc duties as required by the CEO

 
The Person

· Strong analytical skills and ability to present financial information in a concise and easy-to-use manner.
· Must have advanced knowledge of Microsoft Excel and SAGE or similar.

· A good working knowledge of double entry accounting system.
Applicants should email their CV with a covering letter to anguskirkland@hockey.ie 
The closing date for applications is Tuesday 22nd Feb 2:00pm.   
