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JOB DESCRIPTION

	Job Title 
	      Accounts Assistant

	Location
	The primary location is ARC Cancer Support Centre, 65 Eccles St. Dublin 7. Occasional Cover may be required at South Circular Road and Herbert Avenue Centres. 
Hybrid working arrangement will be in place for this role

	
Reporting Relationship
	
The Accounts Assistant reports directly to the Finance Manager

Manages: No direct reports


	
Purpose of the Post 
		
This role will provide essential finance, bookkeeping and administrative support to the Finance Manager, while also assisting wider operational activities across the organisation.
The successful candidate will play an important role in supporting the delivery of ARC’s vision, mission and values through accurate financial administration, process improvement and cross-team collaboration.

	
Roles and Responsibilities
	Key Accounting Responsibilities:
Finance & Accounts
· Maintain accurate financial records using Sage accounting software 
· Process accounts payable and income transactions 
· Reconcile bank accounts and balance sheet accounts 
· Assist with payroll preparation 
· Support month-end and year-end finance processes 
· Assist with preparation of financial reports and funder returns 
· Liaise with suppliers, colleagues and funders regarding invoices and payments 
· Maintain organised financial filing systems and records 
Administration & Operations
· Support fundraising activities including income recognition and data imports 
· Assist the operations team with procurement and management of resources administration 
· Provide general administrative support across the organisation as required 
Other Duties
· Any other duties, from time to time, necessary to ensure that the organisation is supported fully.
External and Internal Communications
· Liaise with staff across the organisation.
· Engage with external contractors and service providers as required.


	
Eligibility criteria

Qualifications and/or experience


	Qualifications and Experience
· > 3 years of experience in bookkeeping, finance administration or office administration
· A very high level of proficiency in Microsoft Office applications including Microsoft Excel
· Experience using accounting software such as Sage or similar
· Exceptional numerical and organisational skills
· Attention to detail and accuracy 
· Excellent communication and interpersonal skills
· Ability to manage multiple tasks and priorities 
· Experience in a small to medium-sized business environment
Experience working in the charity or non-profit sector would be an advantage but not a requirement.

	
Essential skills, competencies and/or knowledge


	
Flexibility and Adaptability
· Agile and flexible with strong aptitude for multi-tasking.
· Comfortable managing shifting priorities in a dynamic environment.
Confidentiality and Professionalism
· Strict adherence to confidentiality. 
· Approaches work with integrity, discretion, and a commitment to excellence.  
Interpersonal and Communication Skills
· Strong interpersonal skills, paired with excellent communication abilities. 
· Works effectively with colleagues across the organisation
Attention to Detail and Multitasking
· Demonstrates excellent attention to detail and the ability to multi-task and balance multiple tasks effectively.
Equality and Inclusivity
· Applies equality principles, ensuring an environment where diversity is valued and equal opportunities are provided.


	Application Process
	Please submit: 
· A CV and 
· A cover letter outlining how you meet the required skills, experience and competencies 

Applications should be emailed to careers@arccancersupport.ie with “Accounts Assistant” in the subject line.
Reference checks will be completed for successful candidates prior to appointment.

ARC is an equal opportunities employer and welcomes applications from all suitably qualified candidates.



Signature __________________________   	Date _________________
Accounts Assistant

Signature __________________________   	Date _________________
Finance Manager
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