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A project supported by PEACEPLUS, a programme managed by the Special EU Programme Body (SEUPB).




Developing Healthy Communities (DHC) Ltd.

JOB DESCRIPTION



Post:				Finance and Administration Officer – GROWTH PROJECT

Salary:	£14,976 PA 

Hours of Work:	18 hours per week 

Location:			83 Ledwidge Avenue, Ebrington, Derry-Londonderry 

Contract:	Fixed term for 1 year – rolling contract until Mar 2029

Start Date:		 	Immediately


Project Overview

The GROWTH Project is a cross-border, cross-community initiative led by Greysteel Community Enterprises Ltd in partnership with Creeslough Community Association and Developing Healthy Communities. The project aims to connect the rural communities of Greysteel and Creeslough through enhanced shared spaces and accessible services that support healing, resilience, inclusion and sustainability. The project includes capital development of two shared social enterprise facilities and delivery of health and wellbeing, rural enterprise/tourism and capacity-building programmes for an anticipated 3,350 participants.

Key Roles & Responsibilities:

The successful candidate will support the financial administration, project compliance and day-to-day administration requirements of the GROWTH Project. The postholder will support project delivery through effective financial processing, record keeping, monitoring and administrative support while ensuring compliance with PEACEPLUS funding requirements.

Main duties

Finance

· Process invoices, payments, purchase orders and financial records relating to the GROWTH Project.
· Input and maintain financial information using Xero accounting software.
· Support monitoring of project budgets and expenditure under the direction of the Finance & Operations Manager.
· Maintain accurate financial documentation and audit evidence in line with PEACEPLUS requirements.
· Assist with preparation of financial claims, monitoring returns and supporting documentation.
· Support procurement administration and maintain procurement records in line with organisational and funder requirements.
· Assist with reconciliation of project expenditure and supporting financial reports.
· Ensure financial records are maintained accurately and confidentially.
· Online banking.
Administration & Information 
· Provide administrative support to the GROWTH Project team.
· Maintain accurate participant records, attendance records and project databases.
· Support collection and organisation of outputs and evidence required for project reporting.
· Assist with organising meetings, events and project activities.
· Prepare meeting notes and administrative documentation where required.
· Support communication with project partners, suppliers and stakeholders.
· Support filing systems and ensure records are maintained in both electronic and manual formats.
· Comply with GDPR and data protection requirements.

General Responsibilities

· Work collaboratively with DHC staff and project partners.
· Maintain confidentiality and professionalism at all times.
· Participate in training and development opportunities as required.
· Carry out other reasonable duties appropriate to the role.


Records Management 

· All employees of DHC are responsible for all records held, created, or used as part of their business within the organisation including corporate and administrative records whether paper-based or electronic and including emails.  
 

Please note:
· The duties outlined in this job description serve as a guide to the current and major responsibilities of the post.   
· This job description is subject to review in the light of changing circumstances and is not intended to be rigid and inflexible but should be regarded as 
providing guidelines within which the post holder works. 
· Other duties of a similar nature may be assigned from time to time. 
· All duties must be carried out in compliance with Health and Safety Policy and statutory regulations 











Person Specification 


	Essential Criteria


	Qualifications and Experience
	1. 5 GCSE’s (or equivalent) Grades A* - C, Including Maths and English 

2.  Experience of providing financial and admin support in an office environment. 

3. Experience of Accounting Software 


	Skills &
Abilities










	Organisation 
· Ability to manage, maintain, and develop computerised and manual filing systems.
· Ability to prioritise and manage workload. 
· Ability to work under pressure to short deadlines. 
· Time management 

Communication
· Excellent interpersonal communication skills.
· Proficient use of IT systems, specifically Microsoft Office. 
· Ability to accurately record and minute meetings and activities. 
· Ability to work as part of a team and on own initiative. 

Information management:
· Ability to keep accurate and relevant records, including financial records, in both computerised and manual systems. 


	Knowledge of 
	· Financial systems
· Budgeting
· Financial regulations
· Organising events and training programmes 








	Desirable Criteria

	Qualifications and Experience
	· XERO computerised accounting course  


	Other
	Driving 
· Hold a current full driving licence which is valid for use in the UK and have access to a car on appointment.

These criteria will be waived in the case of applicants whose disability prohibits driving but who have access to a form of transport approved by the organisation which will permit them to carry out the duties of the post. 
· 




Guidance for Completing and Submitting Application Form 

The full, completed application will consist of:
1. Completed Application Form; and
2. Completed Equality and Opportunities Monitoring Form. 


Submission:
Completed applications must be submitted by email only via the address below before Tuesday 14th 2026 at 12 noon with interviews planned for the w/c 20th July 2026

· Email – orla@dhcni.com

Please include in the Subject Line of the Email ‘Finance and Administration Officer Application’

Late or incomplete application forms will not be accepted.

At DHC we appreciate that AI can be a useful tool for ideas or guidance. However, we encourage you to make sure your application reflects your own voice and experiences. Over-reliance on AI can make responses feel less personal, and we really want to understand what makes you unique.

 Your experiences, skills, and perspective are what set you apart, so please ensure your application as a whole - particularly your ‘Supporting Information’ - reflects your own voice.

Also - Please note that we are unable to sponsor overseas applicants for this role.

APPLICATION FORM

ROLE: Finance and Administration Officer



1. APPLICANT DETAILS
	Full Name:


	Home Address:




	Contact Number:

	Email Address: 



	Do you hold a current driving licence?
	Yes/No


	How much notice do you need to give your current employer?
	




2. EMPLOYMENT RECORD

Please start with your most recent employer. 

You can add or delete tables as required. 

	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:






	Reason of leaving/changing:





	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:






	Reason of leaving/changing:




	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:






	Reason of leaving/changing:




	Employer Name & Address:


	Job Title:

	Dates Employment Held:

	Brief Description of duties:





	Reason of leaving/changing:










3. EDUCATION

	Name of School/College
	Qualification/
Level
	Subject(s)
	Grade(s) Awarded
	Date Gained

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	
	
	
	
	


	
	

	
	
	

	

	
	
	
	




4. FURTHER / HIGHER EDUCATION

	Name of University/College
	Qualification/
level
	Subject
	Grade Awarded
	Date Gained

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



5. PROFESSIONAL MEMBERSHIPS

	Please provide details of any professional memberships you hold?














6. ESSENTIAL CRITERIA

	5 GCSE’s (or equivalent) Grades A* - C, Including Maths and English 

Experience of providing financial and admin support in an office environment. 

Experience of Accounting Software
	Yes 



No

	Detail how you meet the above criteria (if applicable).








	Organisation 
Ability to manage, maintain, and develop computerised and manual filing systems.
Ability to prioritise and manage workload. 
Ability to work under pressure to short deadlines.
     Time management
	Yes 



No

	Detail how you meet the above criteria (if applicable). Word limit 750




























ESSENTAIL CRITERIA

	Information management:
Ability to keep accurate and relevant records, including financial records, in both computerised and manual systems.



	Yes


No


	Detail below how you meet the above criteria (if applicable). Word limit 500




















	Knowledge of
· Financial systems
· Budgeting
· Financial regulations
· Organising events and training programmes 

	Yes


No


	Detail below how you meet the above criteria (if applicable). Word limit 750






















	Communication
· Excellent interpersonal communication skills.
· Proficient use of IT systems, specifically Microsoft Office. 
· Ability to accurately record and minute meetings and activities. 
· Ability to work as part of a team and on own initiative

	Yes


No


	Detail below how you meet the above criteria (if applicable) Word limit 500










































DESIRABLE CRITERIA 

	Qualifications and Experience
XERO computerised accounting course  

	Yes 



No

	Detail how you meet the above criteria (if applicable). Word limit 250 








	Driving 
· Hold a current full driving licence which is valid for use in the UK and have access to a car on appointment.

These criteria will be waived in the case of applicants whose disability prohibits driving but who have access to a form of transport approved by the organisation which will permit them to carry out the duties of the post. 

	Yes 



No



7. SPECIAL REQUIREMENTS

As an Equal Opportunities Employer, we wish to ensure that all applicants have the opportunity to perform to the best of their ability in either a test or interview situation.
Please let us know if you require any reasonable adjustments or arrangements to enable you to attend for interview.

	




















8. REFEREES

Please provide the required information for two persons not related to you who could provide references to support your application.  One reference must come from a current or previous employer and should relate to your ability to carry out the duties outlined in the job role.

Current or previous employer (if any):

	Name:

	

	Job Title:

	

	Organisation:

	

	Address 
(including postcode)
	



	Telephone:

	




Other employer or nominated character referee:

	Name:

	

	Job Title:

	

	Organisation:

	

	Address 
(including postcode)
	



	Telephone:

	




(Referees will only be contacted if an offer of appointment is made)















9. CRIMINAL OFFENCES

Under the Rehabilitation of Offenders (Exceptions) Order Northern Ireland, 1979, some posts are included in the list of excepted employments. As such, any criminal conviction may never be regarded as spent and must be disclosed when applying for a post.

It is, therefore, necessary to ask these questions:

Have you ever been convicted of a criminal offence (other than a ‘spent**
Conviction under the Rehabilitation of Offenders Act (1974))?                                              



Yes 		 No    

Are you the subject of any current or pending investigations?    



Yes 		No	

If Yes, Details (including type of offence, date, sentence, fine, etc.) are required from you and should be included in a separate envelope. The envelope will be opened only if you are considered for the appointment and will be subsequently returned to you. Such information will be completely confidential.

	







Access NI checks will only be carried out in the event that you are successful at interview and the information only used for the purpose of making a recruitment decision after which it is destroyed in accordance with Access NI guidelines. A successful candidate will not be able to take up the post until enhanced Access NI clearance is obtained. 

10. DECLARATION

I declare that the information, which I have given above, is correct.

Signed:	_________________________________________

Date:		______/______/_______

Data Protection
Applicants should be aware that the information provided in your application form is collected within the context of the GDPR 2018.  The information will be used to enable us to consider your application for employment and to provide details for your employment contract in the event of you being successful.  Although any information provided by you will be treated in the strictest confidence, it will be used to enable us to comply with our statutory duties on equal opportunities, example impact assessment, monitoring and returns and also replies to statutory questionnaires.  In addition, GCE will have to comply with any directions/orders from courts or tribunals to release documentation.  This may also include referee reports.  On occasion, we may also be required to provide statistical information on employees as part of an overall ongoing monitoring of employees.




















































EQUAL OPPORTUNITIES FORM

Monitoring Form

Job Ref: PM/001
  

This will be separated from your application upon receipt. Please tick the relevant boxes. This information is used for monitoring of equality information only.

1. Gender 
What is your Sex? 

Male

Female

Transgendered

I do not wish to answer  							

2. Date of Birth 
__________________________________________________________

3. Sexual Orientation 
I am Heterosexual 

I am Gay or Lesbian (Homosexual) 

I am Bisexual 

Other (Specify) ________________________________________________________

4. Marital Status
Single 					Married

Separated/Divorced			             Widowed 



5. Community Background 

 I am a member of the Protestant Community		

 
I am a member of the Roman Catholic Community		

I am a member of neither the Protestant nor Roman       
 Catholic Community

6. Religious Belief 

Do you have a religious belief? 

YES 							

NO 

If yes, are you: 

Roman Catholic                                 Presbyterian
 				                      
Church Of Ireland 			Methodist

Baptist 					Muslim	

Hindu 					Jewish

Buddhist					Sikh

Baha’i

Other (Please Specify _______________________________________



7. Those with and Without Dependents 

Do you look after, or give any help or support to family members, friends, neighbours or dependants because of a long term physical or mental health problem or an issue related to old age?

Yes 					No 

Dependants as regards young people/children 

Yes 					No 




8. DISABILITY:

The definition of a disability in the Disability Discrimination Act 1995 is: ‘A physical
or mental impairment which has a substantial and long-term adverse effect on a 
person’s ability to carry out normal day-to-day activities.’

	Do you meet (or have you, in the past, met) this definition? 	 Yes		  No  

	IF YES, please tick below the heading which describes it best.

	Mobility		

Vision    		

Hearing		

Speech

Dexterity / Co-Ordination 		

Mental		

Learning


Other (Please specify) ………………………………………………………………


9. RACIAL / ETHNIC ORIGIN:

White         	    Chinese           	Irish Traveller	 	Indian 	   

Bangladeshi 	     	Black African		Black Caribbean


Black Other (Please Specify) 

………………………………………………..………………

	Mixed Ethnic Group (Please Specify) 

………………………………………………..………………

	Other (Please Specify) 

………………………………………………..…………………………………….
Thank you for taking the time to complete this form.  All Information provided will be held by Developing Healthy Communities in the strictest confidence and is for monitoring purposes only.
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