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CANDIDATE INFORMATION BOOKLET

Project Finance Manager

Ref: MBMLW-FM-26-07-17


CLOSING DATE FOR APPLICATIONS

Friday 14th August 2026 5PM









JOB DESCRIPTION


JOB ROLE			Project Finance Manager

LOCATION			Belfast / hybrid

RESPONSIBLE TO		CEO

HOURS			Full time 37 hours per week

TERM				Until March 2029

SALARY			NJC Scale Pt 29 £39,862

BENEFITS:
· Flexible working options.
· Family friendly policies.
· 25 days annual leave plus 10 public holidays.
· Induction and on the job training.
· Regular supervision.
· Parking available at office.
· Workplace pension.
· TOIL for any additional hours worked.


DURATION:	We anticipate the duration of the post will be until March 2029 subject to funding.







Adopt NI is seeking a highly skilled, resourceful and enthusiastic finance professional, to work alongside and support the CEO in all finance and financial governance elements of a project, which delivers on information recovery and family tracing for adults linked to the Mother and Baby Homes, Magdalene Laundries & Workhouses and their pathways and practices in Northern Ireland. 

This role will provide high quality financial information and support, both operational and strategic, for the CEO and the Trustee Board, as well as further developing the accounting policies and procedures effectively to ensure compliance with relevant charity and company regulations. 

The Finance Manager will be responsible for the implementation of new systems and processes to ensure good financial governance while steering the Charity through a period of growth and development. 
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You will join a dynamic and growing team of highly motivated and skilled individuals who are extremely passionate about and committed to our work and who will go the extra mile to ensure best practice and outcomes for all of our service users.  
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Main Duties

Finance and Financial Management
· Manage and maintain financial systems, including Xero, to record financial activity accurately and provide reliable reporting for strategic and operational decision-making.
· Prepare and present management accounts, budgets, forecasts and activity reports for project operations, funders and auditors.
· Develop the annual budget, and subsequent quarterly forecasts, in conjunction with the CEO; monitor performance and ensure effective budget management throughout the year.
· Oversee financial transactions, budgeting, reporting, monthly payroll, HMRC payments, pension payments and staff expenses.
· Manage the payroll service, ensuring staff are paid accurately, on time and in line with contractual and legal requirements.
· Manage the workplace pension scheme and ensure associated payments and records are maintained appropriately.
· Provide informal training and guidance to non-finance staff on purchase order systems, coding and budget monitoring.
· Maintain and update financial policies, procedures and internal controls to manage risk and support good financial governance.

Governance, Compliance and Risk
· Manage the relationship with Adopt NI’s external auditors and oversee the year-end process, including the external audit, preparation of annual financial statements and sign-off by relevant stakeholders.
· Advise the CEO and Board on legal and governance responsibilities relevant to the organisation.
· Lead financial forecasting and modelling to support future sustainability.
· Support the CEO with the review and audit of the organisational risk register.

General Duties

· Contribute to the promotion of Adopt NI and its services.
· Attend training, team meetings and regular supervision.
· Comply with all Adopt NI policies and procedures, including GDPR requirements.
· Maintain confidentiality at all times.
· Work collaboratively with other Adopt NI staff where appropriate.
· Undertake administrative duties required for the role.
· Carry out any other duties consistent with the nature and level of the post.


ROLE COMPETENCIES

Essential Eligibility Criteria:

By the closing date for applications, candidates must have:

· Degree level qualification or part qualification in accountancy, finance or similar discipline, with a thorough practical understanding of management accounting principles and techniques.
· A minimum of 2 years’ demonstrable experience
· Extensive experience of using recognized accounting software (e.g. SAGE, QuickBooks Online, Xero).

Short-listing Criteria:

In addition to the above qualifications and experience, the following shortlisting criteria may be applied:

· Knowledge of charity SORP, applicable charity law and guidance and experience of preparing accounts using the charity SORP.
· Experience of working in the charity or voluntary sector
· Experience of Charity Governance including Board Meetings.







PERSON SPECIFICATION – BEHAVIOURAL COMPETENCIES

Knowledge and Values:
· Familiarity with statutory requirements, charity finance and audit.
· Experience of developing and introducing finance and accounting policy and strengthening systems and processes.
· Proven experience of producing and presenting budgets, forecasts and monthly management accounts, including variance analysis and other financial reports.
· Understanding of GDPR requirements.
· Knowledge of all Charity governance legislation, policy, procedures.
· Willingness to contribute to own supervision and development.
· Commitment to the values of Adopt NI and trauma informed practice.

Skills:
· Experience of accounting for multiple restricted funds.
· Experience in applying IT to accountancy and financial management tasks
· Excellent written and verbal communication skills.
· Able to make financial information accessible and understandable for non-financial audiences.
· Ability to develop and maintain effective working relationships with a wide range of external contacts including the public, statutory, community and voluntary sector, colleagues, and other relevant stakeholders.
· Strong organisational and planning skills
· Ability to work independently and proactively
· Strong IT skills and competence in the use of all aspects of Microsoft office.

Work related requirements:
· Flexibility in hours, which may include occasional weekend or evening work and to meet the evolving nature of the post.
· Full current driving license and access to a car. Consideration will be given to alternative travel in respect of applicants with a disability who cannot hold a license.
· Working in line with Adopt NI’s values and promoting the rights of service users and user led involvement.

ABOUT ADOPT NI


Adopt NI is an independent registered charity established in 1989.  Our main priority is to support any adult impacted by the lifelong journey of adoption or care.

Based in Belfast, we work on a regional basis and offer a range of confidential support and services to anyone affected by adoption or separation from family of origin.

Adopt NI’s vision, mission and values are the driving force in providing quality support and services to adults affected by adoption or separation from family of origin, with relevance in this project to victims and survivors of Mother and Baby institutions, Magdalene Laundries, and Workhouses in Northern Ireland.


OUR VISION
· To change lives by empowering adults in adoption and care.

OUR MISSION
· Be ambassadors for adults affected in any way by adoption or care by:
· Changing perceptions
· Being the recognised provider of services for adults in adoption and care
· Influencing policy makers

OUR PURPOSE
· To provide greater access to information and be the voice for all adults affected by adoption or care.

OUR VALUES
· Accessible	enabling and empowering adults in adoption and care
· Dedicated	to supporting adults on their emotional journey
· Open		integrity and honesty for our service users
· Personal	non-judgemental and unique to the needs of each individual
· Transparent	clear communication to be accountable to all our stakeholders

APPLICATION PROCESS AND GUIDANCE
Please read the following carefully before completing your application form (available separately).

The application form: All sections must be completed. Applicants, please ensure that you first read the essential eligibility and shortlisting criteria along with the personnel specification and the duties on the job description.  

Personal details: Please make sure that your contact details are clearly displayed. 
Shortlisting: Applicants will be shortlisted against the essential and shortlisting criteria in the Role competencies section. The interview: All shortlisted applicants will be contacted by either telephone or email to offer an interview, and this will be confirmed by email.


APPLICATION SUBMISSION

Completed applications can be submitted via:

Posted or hand delivered to CEO, Adopt NI, Ground Floor, Unit 2 Pilot’s View, 18 Heron Road, Belfast BT3 9LE.

Email to: india@adoptni.org 

We will not accept incomplete application forms, application forms received after the closing deadline (Friday 14th August at 5pm), or reformatted application forms.  We will not consider CVs sent with, or in lieu of, an application form.

Applicants using Royal Mail should note that 1st class mail does not guarantee next day delivery. It is the responsibility of the applicant to ensure that sufficient postage has been paid to return the form to meet the required deadline.

Should you have any queries please contact Ciara Scully on 028 9045 4222






INTERVIEW GUIDANCE FOR APPLICANTS
Anticipated dates for interview are:
· W/B  24th August 2026. 

Applicants will be asked questions relating to the job description, role competencies and person specification and application, and the panel will take notes during the interview. This is part of the procedure to ensure that all applicants are treated equally, and to help us to make the right decision. In preparation for the interview, take the opportunity to read through the job description, application form, and any other literature sent as part of the information pack, and be prepared to talk about your experience, giving examples that illustrate your ability to deliver on the key elements of the post.

FURTHER APPOINTMENTS FROM THIS APPLICATION
Where a further position in the organisation is identified which is considered broadly similar to that outlined in this candidate information booklet, consideration will be given to filling the position from this competition.  The reserve list resulting from this competition will be valid for a period of up to one year.

DISABILITY REQUIREMENTS
If you have any special requirements that would allow you to participate more fully in the interview, please let us know when you are invited to interview.

VETTING PROCEDURES
All offers of employment are conditional and subject to a satisfactory Access NI and other checks.  No offer of employment will be confirmed until all vetting and other checks, as required for the position, have been undertaken and are deemed satisfactory. Documents required for pre-employment checks include:
· Your passport or birth certificate.
· A document verifying your permanent National Insurance number (e.g.P45, P60 or National Insurance card).
· Proof of qualifications. 
· Receipt of 2 satisfactory references.



EQUALITY AND MONITORING
We are committed to promoting equality of opportunity and preventing any unfair discrimination in its practices, seeking to ensure that applicants or employees are not discriminated against (either directly or indirectly) regardless of sex, race, nationality, ethnic origin, marital status, age, sexuality, religious beliefs or disability. Adopt NI monitors applications for employment. All information will be confidential and separated from your application on receipt, it will not be made available to the panel at any stage during the process. 

PRIVACY STATEMENT
At Adopt NI, we are committed to respecting and protecting your information.  This notice will explain how we collect your personal data relating to job applicants as part of our recruitment process, including its use, storage, transfer and security. 
Data may be contained in application forms, obtained from your passport or other identity documents, or collected through interviews or other methods of assessment. We may also collect personal data about you from third parties, such as references supplied by former employers. We will seek information from third parties only once a job offer has been made to you. Personal Data is kept in personnel files or within our IT systems.

YOUR PERSONAL DATA
Personal data is information that identifies you.  The General Data Protection Regulations (GDPR) governs how we process your personal data and gives subjects a range of rights.

PROCESSING PERSONAL DATA 
We will process your data when deciding about your recruitment or appointment, including:
· AccessNI checks. 
· Determining the terms on which you work for us. 
· Checking you are legally entitled to work in the UK. 
· To prevent and detect fraud. 
· Equality and diversity monitoring.
 
SHARING YOUR PERSONAL DATA
Your personal data will be treated as strictly confidential and will be shared only within Adopt NI in order to deal with your application.  If we wish to share your data with anyone else, we will first advise you and obtain your consent before doing so.
HOW LONG WILL WE KEEP YOUR PERSONAL INFORMATION?
We will retain your personal data only for as long as necessary to fulfil the purposes we collected it for.

NEW PURPOSES FOR PROCESSING
If we wish to use your personal data for a new purpose not covered by this Privacy Notice, we will provide you with a new notice explaining this new use prior to commencing the processing, setting out the relevant purposes and processing conditions. If necessary, we will seek your prior consent to the new processing.

YOUR RIGHTS
You have the following rights with respect to your personal data:
· to obtain confirmation that your data is being processed, and access to the personal data which we hold about you
· to request that we correct any personal data found to be inaccurate or incomplete
· where there is a dispute about the accuracy or processing of your personal data, to request a restriction is placed on further processing
· to request your personal data is erased where it is no longer necessary for us to retain it
· if your consent is being relied upon, to withdraw your consent to the processing at any time
· to request that we provide you with your personal data; and
· in some circumstances, and where possible, to transmit that data directly to another data controller.

DATA PROTECTION
We are registered with the Information Commissioner’s Office as a data controller (Registration number 25830438).  A Data Controller can decide how the personal data we hold about you is processed, and for what purposes.

If you would like further information about any aspect of our Data Protection procedures, you can contact:

CEO
Adopt NI
Ground Floor, Unit 2
18 Heron Road
Belfast
BT3 9LE

	Telephone
	028 9045 4222

	Email
	ciara@adoptni.org



Further information about data protection regulations in available from the Information Commissioner’s Office (ICO).

The Information Commissioner’s Office – Northern Ireland
3rd Floor
14 Cromac Place
Belfast
BT7 2JB

	Telephone
	028 9027 8757 or 0303 123 11

	Email
	ni@ico.org.uk






We look forward to hearing from you and wish you all the best in your application and the process ahead.
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