
 

Role Title: Finance & Executive Co-
ordinator 

Reports to: Finance Manager / CEO Date: February 2020 

Department: Finance / CEO   Direct Reports: n/a Budget Holder: no 

Location: Dublin 1 Contract: 25 hours per week; 2-year fixed term contract subject to extension. 
  

Context: ActionAid Ireland’s strategy Realising Rights for Women and Children: ActionAid Ireland Strategy 2017-2021 priorities (1) realising rights for 
women and children (2) Mobilising resources (3) Being transparent and accountable. The Strategy was externally reviewed in mid-2019 and we have 
improved clarity on our focus for the next phase.  

Key Attributes: Demonstrated competence in finance administration, strong attention to detail, enjoy working with diverse teams, a clear commitment to 
ActionAid’s mission and values. 

Areas of Activity Key Accountabilities and Deliverables 

Overview 
 

• Provide assistance for the efficient operation of all aspects of the finance function of the charity.  Ensure the proper maintenance 
of the financial books and records of ActionAid Ireland.   

• Provide administrative, HR and governance support to the CEO. 

Finance • Overall responsible to complete all transaction processing in the finance systems in a timely manner.  

• Completion to review stage of all key month end reconciliations (e.g. including bank reconciliation, income reconciliation, Credit 
card account, Petty Cash and payroll control accounts). 

• Management of Accounts Payable. 

• Monthly staff payroll processing. 

• Monthly management accounts journal preparation (accruals/prepayments etc). 

• Liaise with ActionAid International in relation to recharges and payments. 

• Assistance with the Annual Report and external and internal audits. 

Executive 
 

• Assist the CEO with HR administration, including new joiner contracts and IT setup, interview scheduling and candidate liaison, 
inductions.  

• Manage and administer all staff records for Annual Leave, Flexi leave and Sick leave. 
• Be the point of contact for IT related queries for the organisation and liaise with GS IT and oversee external IT support for resolu-

tion. 
• Assist with organising board meetings, liaison as necessary with board members and coordination of Board pack including coordi-

nating all document updates from staff (e.g. Management Report, KPIs, risk register). 
• Coordinate ActionAid’s compliance to various regulatory bodies such as CRO and CRA. 
• Assist staff, board members and visitors travelling for work with hotel and flight bookings, security updates and pre-departure 

preparations, floats, meeting room booking etc. 



 

• AA Ireland Security Focal point and main contact point for staff and all visitors to the ActionAid Ireland office. 
• Monitor and oversee annual contracts renewals – e.g. insurance, IT support and maintenance contracts, travel insurance, etc.  
• AA Ireland Focal point for AA International for IT, HR, Staff Security and Governance. 
• Provide general administrative and governance support to the CEO. 
• Coordinate ActionAid’s Volunteer Programme, including maintaining records and administrating volunteers’ placements. 

Values • To espouse ActionAid’s social justice and equality values 

Key Relationships: 

Internal Fundraising team (Individual Giving Manager, Head of Fundraising, Data Analyst, Supporter Care Coordinator);  
you will work with Finance counterparts in the ActionAid Global Secretariat and in the six partner countries   

External Third party suppliers and partners  

Salary and other  
terms 

€32,000 - €36,000 per annum (pro-rata for part time) depending on experience. 
10% employer contribution to pension after probation (subject to employee contribution of 5%) 
25 days holiday per year (pro-rata for part time) 

Experience, Knowledge and Expertise 

Essential 

• Proven experience in a similar accounts’ assistant role for at least 12 months 

• Experienced project manager and administrator 

• A good working knowledge of double entry accounting. 

• Computer literacy, Excel and MS Word skills. 

• Excellent interpersonal and organisational skills and the ability to work on 
own initiative and flexibly in a small team  

• Empathy and sound judgement 

Desirable 

• Qualified / part-qualified accounting technician or part-qualified ac-
countant is an advantage.  

• Experience using Sun and electronic payroll systems. 

• Interest/experience in the non-profit sector/International Develop-
ment. 

• Experience of working closely with senior teams and Boards.  
 

About you: You share our passion to work towards a just, fair and sustainable world, where everybody enjoys the right to a life of dignity, freedom from 
poverty and oppression.  You want your talents and expertise to make a difference towards achieving our mission for social justice and gender equality, and 
to eradicate poverty.    

What makes ActionAid different? ActionAid’s approach is about empowering people to claim their rights. Our working relationships, in Ireland and across the world are based on mutual 
trust, respect and democracy. As part of our commitment to women’s rights we recognise, embody and champion feminist principles not only in the work we do, but the way we work, 
and how we do things.  This Is a committed attempt at reflection, continuous learning, and being mindful of the power we have as individuals in any situation (irrespective of where we are 
in the organisational structure) and how we exercise it.  If you like the sound of that, we can’t wait to welcome you aboard. 

How to Apply  If you want to discuss aspects of the role please email olive.corbett@actionaid.org 
Applicants should complete and submit the attached Application Form to olive.corbett@actionaid.org by 9.00 Mon 2nd March 2020.  

This profile sets out the current duties of the post however that may vary from time to time without changing the character of the job or the level of  
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responsibility entailed. However, all role profiles are regularly reviewed and updated in line with organisational needs. 

 

About ActionAid Ireland   
As part of the ActionAid International federation, and thanks to generous supporters in Ireland, we worked with 15 million people in 45 countries around the 
world in 2016. ActionAid Ireland supports work in Kenya, Malawi, Uganda, Vietnam, Nepal, Cambodia, the Horn of Africa and in Ireland. This work, made 
possible because of support by people in Ireland, Irish Aid and the EU, helps ensure children, especially girls, realise their right to education and to a better 
future; it puts women at the centre and aims to ensure fair division of work, access to healthcare and to income.  
 
ActionAid works at grassroots levels to ensure people can lead lives of dignity and hope. We work at local, national and international levels to address the 
policies that keep the balance of power stacked against people on lowest incomes. Regular Giving through Child Sponsorship is vital to ActionAid Ireland and 
accounts for 70% of voluntary income: that support from thousands of individuals in Ireland enables ActionAid Ireland to commit long term support to 
communities in Cambodia, Nepal, Vietnam, Kenya and Uganda.   
 
ActionAid Ireland receives support from Irish Aid (the development cooperation division of the Department of Foreign Affairs & Trade) for a Women’s Rights 
programme and was awarded five years grant funding for 2017-2021 to work in Kenya, Nepal, Ethiopia and Ireland. 
 
In 2016 we launched a pilot project in Ireland with migrant women and girls and their communities to support them to reject FGM/C. The AFTER project 
(Against FGM/C Through Empowerment and Rejection) is supported by the Rights, Equality & Citizenship programme of the European Union. The project uses 
approaches that ActionAid successfully uses elsewhere - for example in Kenya the programme supported by Irish Aid has seen FGM/C reduced by 27% since 
2012. The AFTER Project is implemented in Belgium, Ireland, Italy, Spain and Sweden.  
 
ActionAid cares about addressing the root causes of migration (often because of conflict and climate change) and that migrants and refugees are afforded 
their rights to asylum and safe passage. We are a member of a coalition of civil society organisations in Ireland working to ensure Ireland’s policies are fair 
and effective. 
 
ActionAid Ireland is governed by a voluntary Board of Directors, whose responsibilities are setting and monitoring the strategic direction of the organisation, 
monitoring compliance and ensuring the efficient and effective use of resources and setting policy. ActionAid Ireland has achieved the "triple-lock" of good 
governance and reporting standards: the Board of Directors monitors compliance with (a) the NGO Code of Corporate Governance, (b) the Statement of 
Guiding Principles for Fundraising and (c) the Statement of Recommended Practice (SORP) under FRS102.  
 
In 2017 we launched a strategic plan Realising Rights for Women and Children: Strategy 2017-2021 which will guide our work over the next five years, it places 
women’s rights and children’s rights at the heart of our efforts, as we work to empower and support communities to realise their rights and as we continue 
to be accountable to our supporters and donors. 


