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Introduction 
Dear Candidate  
 
Thank you for your interest in 
joining our charity as its new 
Finance & Services Manager! 
 
It’s a really exciting time for us 
here at Springboard 
Opportunities.  We’re very proud 
of the work we do as a team to 
help young people and adults in 
some of Northern Ireland’s most 
challenging environments. We’re 
privileged to be able to count 
them as part of the Springboard 
family, just as much as we value 
the people who work at 
Springboard to make it happen. 
And we’re poised to realise even 
greater impact in the future, 
thanks to the trust placed in us 
by the agencies and 
organisations that support us.  
 
In order for us to be able to 
create safe spaces, deliver 
needs-led learning, and build 
meaningful relationships that 
improve people’s lives, we count 
on a highly motivated and 
committed staff team.  That’s 
where you come in! 

The Finance & Services Manager 
plays a key role in helping 
marshal our resources to help 
the community.  You can find out 
a lot more about the role 
elsewhere in this document, and 
much more about the 
organisation on our website. 

We’re working with our non-profit 
partners Engage for this 
recruitment process, so if you 
any questions in the first 
instance, they’ll be happy to 
answer them. 

We’re as keen to develop our 
staff as we are the young people 
we help, so this role offers a great 
opportunity for personal 
development and growth.  

Our values and the people we 
help guide us in everything we 
do, so if you are as passionate as 
we are about employing your 
skills to improve our community, 
we would love to hear from you. 

Angila Chada 
Executive Director 
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Who we are 
 
Established in 1992 the focus of Springboard has been on helping 
people maximise their positive choices. 

Creating safe spaces, delivering needs-led learning, and building 
meaningful relationships have all been cornerstones to our approach. 

We are proud to have worked with over 13,000 individuals, offering 
innovative learning and transformative opportunities on a local and 
international level. Every individual left their imprint on the organisation 
and been a valued member of the Springboard ‘family’. 

It is through our participants, and our partners as well as the 
communities in which we work, that Springboard has been able to 
achieve so much and to build a legacy of empowerment and 
community cohesion that has made a difference to so many. 
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What we do 
 
Life & work 
Life skills and capacity building are core to 
sustainable, positive change for young 
people. We work alongside young people 
as they tailor their development journey. 
Face to face, e-learning or blended formal 
and informal development including skills 
training, qualifications, interactive 
workshops, and adventure learning give 
young people the opportunity to step 
outside of their comfort zone onto a 
remarkable journey of self-discovery. 

Diversity & good relations 
Championing equity and diversity are 
interwoven into the fabric of Springboard’s 
work. Through our work we are committed 
to increasing mutual understanding within 
and across different groups and building a shared future. 

Community participation and citizenship 
Encouraging active civic engagement and participation can promote a 
sense of belonging and community cohesion. Our programmes support 
and celebrate social action as young people are empowered to become 
agents of change through connecting with and shaping their 
communities. 

Wellbeing & health 
We want young people to feel good about themselves. And if they don’t, 
we are here to support them, helping them to understand and manage 
their emotions, take control and feel more confident 

You can find out much more about our current projects from our 
website, but we’ve included here some of the current and past projects 
we’re proud of to give you an idea of how we deliver impact. 
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How we’re organised 
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Our strategic aims 
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Financials 
Here’s a summary of our most recent published I&E and balance sheet 
statements. You can click on the links below to access the last three 
years full accounts. 

 
 
 
 
 
 
 
 
 
 
 

  
Annual Accounts March 2021 

Annual Accounts March 2020 

Annual Accounts March 2019 

https://find-and-update.company-information.service.gov.uk/company/NI027175/filing-history/MzMyMTUwMzIyN2FkaXF6a2N4/document?format=pdf&download=0
https://find-and-update.company-information.service.gov.uk/company/NI027175/filing-history/MzI4Mjk3OTE1NGFkaXF6a2N4/document?format=pdf&download=0
https://find-and-update.company-information.service.gov.uk/company/NI027175/filing-history/MzI0OTU1MzI3NGFkaXF6a2N4/document?format=pdf&download=0
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Job Description 
Title:    Finance & Services Manager 
Responsible to:  Executive Director  
Reports to:   Executive and Deputy Directors 
Salary: £30,984-£32,798 plus 3% employer pension 

contribution 
Hours: 37.5 per week 
Location:   Belfast 
Leave entitlement: 25 days plus 12 statutory days 
Training Release:  Half day per week 
 

Main Responsibilities 
 
Finance Management 
• Establish and maintain financial policies and procedures for the 

organisation. Keep up to date with statutory regulations, guidelines, 
and best practice for the financial management of charities, ensuring 
Executive Director / Board are properly advised of their statutory 
responsibilities. Seek out methods for minimising financial risk and 
improving efficiencies for the organisation. Report non-compliance, 
discrepancies, and safeguarding issues immediately to Executive 
Director. 

• Maintain proper use of charitable funds, including restricted funds, 
ensuring that expenditure remains within pre-approved budgets. 
Management of asset register and disposal. Ensure protection of 
charity assets and value for money through procurement procedures. 

• Accurate and timely management of financial, accounting, payroll 
function and pension administration of charity using SAGE software. 
Key contact with the bank and administrator of online banking, 
managing all payments. 

• Responsible for annual/programme budget planning and 
management ensuring adequate cashflow. Maintaining day to day 
financial operations: working with the Finance Officer ensuring all 
income due is received, receipted, and accounted for, timely and 
accurate purchase order system, invoicing, payment processes and 
bank reconciliations. 

• Prepares finances for funding applications, reviews, and adheres to 
grant agreements. Processes claims for funders in line with accurate 
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calculation of staff time and apportioned overheads as necessary 
and monitors payments. Processes invoicing for internal transactions 
as required. 

• Advise and support programme staff on optimum management of 
programme monies. Provide training, as necessary. 

• Leads preparation and provision of accurate and timely information 
to external accountants to support an annual audit and Funders to 
support verifications. Build relationships and collaborates with 
external stakeholders, advisors such as auditors, bank, suppliers, and 
funders. 

• Produce reports for Executive Director, Board, Audit and Risk Sub-
Committee and external stakeholders such as funders, Charity 
Commission for N Ireland. 

 
Services  
• Management of Services Administrator and working with them to 

ensure: 
• Management of HR processes including recruitment, induction and 

exit as well as routine personnel arrangements.  
• Ensure all statutory regulations are met including fulfilling equality 

monitoring return role as required by Equality Commission. 
• Acts as lead signatory of Access NI meeting all statutory 

requirements, administering disclosure checks for organisation and 
maintaining adequate records. 

• Oversee Health and Safety and ensure adherence to health and 
safety legal and statutory requirements are met. 

• Ensure the organisations’ premises/facilities are maintained and all 
associated statutory requirements are met. Oversees routine 
premises issues. 

• Responsible for purchasing and servicing contracts, ensuring all 
purchases/services are properly procured in line with policy to deliver 
value for money. 

• Oversee the efficient and effective administration processes of the 
organisation. 

 
Staff 
• Provides leadership and responsible for the management, 

supervision, and development of Finance & Services team. 
 
Reporting 
• Reports to and updates Executive Director on a regular basis. 
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General Responsibilities 
There are standard duties and responsibilities all employees irrespective 
of their role within Springboard are expected to be familiar with and 
adhere to: 
• Treat everyone with courtesy and respect. 
• Prepare for and participate in all individual and staff development 

activities. 
• Attend regular training and development opportunities to maintain 

an up-to-date skills and knowledge. 
• Participate fully in conferences, courses, meetings as required. 
• To always ensure confidentiality and only releasing confidential 

information obtained during employment to those acting in an 
official capacity and in accordance with the provisions of Data 
Protection Act and amendments. 

• Awareness of organisation objectives and provision and compliance 
with all procedures, policies, and regulations. 

• Promote the aims and objectives of the organisation. 
• Committed to and work within the code of conduct, mission, values, 

and objectives of Springboard. 
• Carry out any other duties as required. 
 
This job description is a broad picture of the job at the date of 
preparation. It is not exhaustive, and the job holder will be expected to 
be flexible. It is recognised that jobs change and evolve over time and 
any necessary changes will be discussed with the job holder. 
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Person Specification 
Essential Criteria 
 
Educational and 
Professional 
Qualifications 

Fully qualified accounting technician with minimum 18 months full-
time (part time equivalent) experience in the processing of 
financial information for management control, planning and 
statutory reporting   
OR 
At least 5 years working in a financial management role  
 

Experience Proven experience of working at a senior level in finance, including 
managing staff 
 
Strong experience of using Sage accounting software eg Sage 50 
accounts and Sage payroll, or equivalent computerised accounting 
software 
 
Experience of managing finances, including grant funding, with a 
high level of responsibility and producing financial reports for 
management accounts 
 
Experience of working with funders in grant management and 
verification processes 
 
Experience of audit process and preparing year end accounts for 
the auditor 
 

Skills & Abilities Computer literate with a thorough knowledge of Microsoft 
packages particularly Microsoft Excel 
 
Excellent organisational and time management skills including 
planning and prioritisation of work 
 
Strong attention to detail, ability to work on own initiative, be self-
motivated and flexible 
 
Ability to work under pressure, adapt and respond to changing 
demands and deadlines 
 

Qualities Excellent communication skills, both oral and written, with the 
ability to work with a range of stakeholders  
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Ability to lead a team and work as a key member of the team. 
 
Ability to maintain confidentiality  
 

Other Factors Commitment to continuous development 
 
Ability to work outside of normal hours on some occasions 
 

Desirable Criteria 
 

Educational and 
professional 
qualifications 

Part or fully qualified accountant with relevant qualification from 
any recognised accounting boards 
 

Experience  Experience of financial working within charity and knowledge of 
charity accounting 
 
Experience of managing administration processes 
 

Other Knowledge of HR processes and procedures 
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How to apply 
 
Please forward a CV, maximum three A4 sides together with a 
completed Supplementary Questions form available from 
www.engageexec.co.uk, ensuring you have included mobile, work and 
home telephone numbers, as well as any dates when you will not be 
available or might have difficulty with from the recruitment timetable. 
You will also be asked to submit a separate equality form (see below).  
 
The deadline is Noon on Friday 8 July 2022. Applications should be 
made by email to: patrick@co3.org.uk 
 
Contact Patrick Minne on 07792 509003 if you have any queries about 
the role or the application process.  
 
Equality Monitoring and Criminal Convictions Disclosure 
Along with the CV and Form, you will be asked to complete and return 
the Equal Opportunities Monitoring and Criminal Convictions Disclosure 
Form in a separate document.  Neither of these will be disclosed to 
anyone involved in shortlisting your application.   
 
Disability  
In accordance with the Disability Discrimination Act a person is disabled 
if they have, or have had, “a physical or mental impairment which has, or 
has had, a substantial and long-term adverse effect on your ability to 
carry out normal day to day activities”.  
 
If you consider yourself to have a disability relevant to the position for 
which you are applying, please contact Patrick Minne so that we can 
process your application fairly, make any specific arrangements for your 
interview, and make any necessary reasonable adjustments or 
adaptations, or provide any aids to assist you in completing the duties of 
the post if appointed. 
 
Equal Opportunities 
Springboard Opportunities Ltd is an Equal Opportunities Employer and all 
applications for employment are considered strictly on the basis of 
merit.  

http://www.engageexec.co.uk/
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Timeline 
 
CV, Supplementary Questions and 
Equality Monitoring and Criminal 
Convictions forms to be submitted 
 

 
Noon, Friday 8 July 2022 

 
First Interviews  
 

 
Friday 29 July 2022 
 

 
Second Interviews (may include a 
seen or unseen task)  
 

 
Friday 5 August 2022 

 
Final Interviews (Provisional) 
 

 
Friday 12 August 2022 
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Please address any enquiries relating   
to the advertised position, and your 
submission, to Springboard’s 
recruitment partners: 
 
Patrick Minne 

 
Tel: 07792 509003 
Email: patrick@co3.org.uk 
 
www.engageexec.co.uk 

Enquiries unrelated to this recruitment 
can be addressed to: 
 
Springboard Opportunities Ltd 
 
112-114 Donegall St. 
Belfast, BT1 2GX 
 
Tel: (0)28 9031 5111 
 
Email: @springboard-opps.org 
 
Charity Registration NIC101249 | A Company Limited by 
Guarantee NI027175  

 
 
 

 

tel:+44%20(0)28%209031%205111
mailto:general@springboard-opps.org
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