Spraoi agus Spoért Family Centre CLG =\ .
BOOKKEEPER & FINANCE \S SP!'CIOI

ADMINISTRATOR Changing Lives.

Job Description and Candidate Information

Location Carndonagh, Co. Donegal

Hours 37.5 hours per week. Applications for a 30-hour working week will also be
considered.

Salary €28,000-€32,000 per annum for 37.5 hours, depending on experience.
The 30-hour equivalent is €22,400-€25,600.

Annual leave 20 days per annum plus public holidays, pro rata where applicable

Pension 3% employer contribution

Reports to Finance Lead

Closing date Friday, 21 August 2026

About Spraoi agus Spoért

Spraoi agus Sport is a multi-award-winning charity and social enterprise based in Carndonagh,
Co. Donegal. We provide inclusive services across childcare, disability support, family support,
youth services, education, sustainability, retail and rural regeneration.

With over 100 staff, multiple social enterprises and more than 50 funding streams, we are one
of Ireland's leading community organisations. We are seeking an organised, motivated and
detail-oriented Bookkeeper & Finance Administrator to support our growing finance function.

Purpose of the Role

The Bookkeeper & Finance Administrator will support the accurate day-to-day processing of
financial transactions across the organisation. The postholder will help maintain high-quality
financial records, support purchasing and stock-management processes, and provide
administrative support to the Finance Lead.

This is a varied role combining finance administration with regular customer-facing support in
our Garden Centre and Siorai retail stores. Till cover, stock replenishment and other retail
duties are an expected part of the position, particularly during busy periods.

Previous bookkeeping experience is welcomed but is not essential. We encourage applications
from candidates with strong numerical and administrative skills who are interested in
developing a career in finance. Full training will be provided.



Key Responsibilities

- Process purchase invoices accurately and in a timely manner.

- Match supplier invoices to approved purchase orders.

- Ensure expenditure is correctly coded to the appropriate department, project and funding source.

- Prepare supplier payments through online banking systems for review and authorisation in
accordance with the organisation's financial controls.

- Generate customer invoices and monitor outstanding debtor balances.

- Process receipts and maintain accurate financial records.

- Complete regular bank reconciliations.

- Reconcile supplier and customer accounts.

- Assist with cash management, banking and daily cash reconciliations.

+ Prepare financial documentation to support month-end processes.

- Maintain organised electronic and paper financial records.

- Support the Finance Lead with reconciliations and the preparation of financial information.

- Ensure all work complies with organisational financial policies, procedures and internal controls.

Purchasing & Procurement

- Process approved purchase order requests in accordance with organisational procedures. Obtain
- quotations for goods and services where required.

- Maintain accurate purchasing records.

- Liaise with suppliers regarding invoices, statements and account queries.

+ Support efficient and compliant purchasing processes across the organisation.

Stock Management

* Maintain the organisation's stock-control records and systems.

* Create and maintain stock items within the EPOS and accounting systems.

* Process stock movements and stock adjustments.

* Assist with stock takes across retail operations.

" Investigate discrepancies and help ensure stock records remain accurate and up to date.

* Provide regular till and customer-service cover within the Garden Centre and Siorai retail stores
as required by the rota and operational needs.

- Assist with stock replenishment, pricing, merchandising and the presentation of retail areas.

- Maintain products, pricing, stock levels and product information on the organisation's online

- retail platforms. Upload new products and update existing online product listings.

- Assist with the processing and administration of online customer orders.

- Support retail administration and promotional activities as required.

General Administration

- Maintain the fixedasset register under the direction of the Finance Lead.

- Prepare documentation to support grant expenditure tracking, funder requirements and
- financial audits. Participate in training and professional development.

- Provide administrative support to the wider finance team.

- Undertake other duties appropriate to the nature and level of the role.



Person Specification
Essential

- Strong numerical ability, accuracy and attention to detail.

- Good administrative, organisational and time-management skills.

+ A good working knowledge of Microsoft Excel and Microsoft Office.

- Confidence using computer systems and the ability to learn new financial, stock and administrative
software.

- Ability to prioritise work, manage competing demands and meet deadlines.

+ Good written and verbal communication skills.

- Ability to work independently and as part of a team.

- A high level of integrity, discretion and confidentiality.

- A positive, dependable, flexible and proactive approach to work.

- Willingness and ability to undertake regular till, retail and customer-facing duties as part of the role.

Desirable

Previousexperience in bookkeeping, finance administration, accounts or a similar administrative role.
Experience using accounting software or purchase order systems.

Experience with stock-control or retail EPOS systems.

Experience in a retail or customer-service environment.

Experience working within the charity, commmunity or social enterprise sector.

Experience working across multiple funding streams, departments or cost centres.

A relevant bookkeeping, accounting or business qualification, or an interest in working towards one.

What We Offer

* Full role-specific training, with ongoing learning and professional development.

* A supportive, friendly and collaborative working environment.

* Career development opportunities within a growing finance team and organisation.

* The opportunity to contribute to an organisation making a real difference across Donegal.
* Experience within one of Ireland's leading commmunity-based social enterprises.

Person Profile

The successful candidate will enjoy working with numbers, take pride in accuracy and be
comfortable moving between finance administration and a busy customer-facing retail
environment. They will be dependable, willing to learn and committed to supporting the
mission and values of Spraoi agus Sport.

How to Apply

To request a job pack and application form, email hr@spraoiagussport.ie. Completed
applications must be received by Friday, 21 August 2026.

Please demonstrate in your application how your skills and experience meet the essential
requirements. Direct bookkeeping experience is not required, and candidates with
transferable numerical, administrative, retail or customer-service experience are encouraged
to apply.

Shortlisting will be based on the information provided in the application. Appointment will be
subject to satisfactory references and any relevant pre-employment checks.

Spraoi agus Spért is an equal opportunities employer. We welcome applications from
people of all backgrounds and are committed to an inclusive and accessible recruitment
process.
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