Job Description – Finance Administrator /Centre Supervisor
Job Title: Finance Administrator/ Centre Supervisor 
Place of Employment: Castleknock Community Centre, Laurel Lodge Road
Reporting to: Centre Manager
Role Purpose
The Finance Administrator / Centre Supervisor will support the Centre Manager in the effective day to day  operation and administration of the Centre.
The role will oversee designated administrative, financial and operational tasks, provide support to staff and tenants, assist with events and community initiatives, and develop positive relationships with local organisations and stakeholders.
The postholder will act as a key point of contact for Centre staff, tenants, community organisations and other stakeholders, referring significant issues to the Centre Manager as appropriate.
Key Responsibilities
1. Financial Administration
· Maintain accurate records of Centre income, expenditure and payments.
· Record and reconcile tenant income using SAGE and SportsKey.
· Prepare monthly tenant income invoices on SAGE for internal accounting purposes.
· Maintain weekly records of Centre expenses and banking information.
· Liaise with the Centre Manager and relevant finance personnel regarding queries or discrepancies.
· Assist with financial information and reporting as required.
2.  Centre Operations and Administration
· Support the Centre Manager with the day to day operation and administration of the Centre.
· Manage designated administrative and operational tasks, ensuring they are completed accurately and on time.
· Assist with staff coordination and provide day to day guidance and support as required.
· Identify operational issues and refer significant matters to the Centre Manager.
· Provide cover and support to the Centre Manager when required.
      3.  Tenant and Customer Liaison
· Act as a professional and approachable contact for Centre tenants and users.
· Assist with queries relating to bookings, payments, facilities and Centre operations.
· Maintain positive relationships with tenants and regular Centre users.
· Refer matters outside the scope of the role to the Centre Manager.
4. Grants and Funding
· Identify relevant grant and funding opportunities for the Centre.
· Maintain a calendar of suitable funding opportunities and deadlines.
· Assist the Centre Manager with funding applications, supporting information and budgets.
· Assist with administration and reporting relating to successful funding applications.
5. Networking and External Liaison
· Develop positive relationships with local community organisations, agencies and other relevant stakeholders.
· Attend relevant networking meetings and community forums, including Fingal Network Meetings, as required.
· Identify opportunities for partnership and collaboration.
· Promote the Centre and keep the Centre Manager informed of relevant developments and opportunities.
6. Events and Community Activities
· Assist the Centre Manager with the planning and delivery of Centre events and community initiatives.
· Support the event administrator with scheduling and logistics.for events
· Contribute ideas to encourage community participation.
7. Staff Support and Supervision
· Assist the Centre Manager with day to day support to designated staff.
· Assist with the allocation and coordination of administrative and operational tasks.
· Assist the Centre Manager with  staff induction and training planning
· Encourage effective communication, teamwork and a professional customer focused service.
8. Systems and Communications
· Support the effective use of Centre systems, including SAGE and SportsKey.
· Identify practical improvements to administrative processes and systems.
· Ensure Centre records are accurate, secure and appropriately maintained.
· Provide relevant operational and event information to the Communications Administrator.
· Liaise with the Communications Administrator to ensure Centre information is communicated accurately and on time.
Responsibility for the Centre's primary website and Facebook management remains with the Communications Administrator.
9. General Duties
· Work with the Centre Manager to support the effective operation and development of the Centre.
· Maintain confidentiality and comply with Centre policies and procedures.
· Follow relevant health and safety requirements.
· Attend relevant meetings and training.
· Undertake other reasonable duties within the scope of the role as directed by the Centre Manager.

