
 
 

JOB DESCRIPTION  
 

 

Job Title: Assistant Financial Controller (up to 1 year Maternity cover) 

Reporting to: Financial Controller 

Location: Newry HQ 

 
Job Purpose:  
This post holder will be responsible for the sales ledger and for assisting the Financial 
Controller with the management of the budget and forecasting process. 
 
Key Responsibilities: 
The key responsibilities of this position include: 

 
 Variance analysis of specific nominal ledger reconciliations i.e. sales, bank 

reconciliations etc. 

 Management of supplier invoices and reconciliations of supplier accounts. 

 Management of fixed asset registrar and associated journals. 

 Management of monthly depreciation and associated journals for management 

accounts. 

 Manage journal entries and reconciliations for monthly management accounts. 

 Management and nurturing of financial administrator to ensure full understanding of 

sales invoicing procedures/accuracy/completion within the required timescales. 

 Monthly credit card reconciliations. 

 Production of monthly departmental P/Ls 

 Issuing rental income invoices. 

 Assisting with travel bookings for staff members. 

 Assisting in the preparation of annual financial statements. 

 Assisting in the preparation of VAT returns. 

 Attending meetings on behalf of the finance department when required. 

 Deputising for the financial controller as and when required. 

 Any other duties that may be required. 

 
To undertake such other reasonable duties as shall from time to time be required, within the 
competency of the post holder. 
 

Essential Criteria 

 Third level education to include a financial/business related subject. 

 Good level of commercial acumen. 

 The ability to understand and produce spreadsheets to high standard. 



 
 

JOB DESCRIPTION  
 

 

 Excellent working knowledge of MS office (word and excel) and general IT systems. 

 Independent self-starter with the ability to identify improvement to procedures. 

 Ability to understand key business drivers, interpret financial results and when 

required to produce financial analysis information. 

 Experience of working as part of a team and effective communication within an 

organisation. 

 Proven record of ability to work to tight deadlines and in a pressurised team based 

environment. 

 

Desirable criteria: - 

 Previous experience with SAGE 50 

 Advanced excel qualification 

 IATI qualification 

 

 
 


