Sign Language Interpreting Service
Finance Officer
Specified Purpose, Part time, Fixed term post 
1 August to 30 October 2026

Job Description

Background
The Sign Language Interpreting Service (SLIS) is an independent body established by Citizens Information Board (CIB) to develop, promote and deliver quality sign language interpreting services to the Deaf community in Ireland, including face to face and remote services.  

NATURE AND SCOPE
The Finance Officer is responsible for the management, development and delivery of effective and efficient financial accounting, management accounting, payroll, budget and financial services, as well as engaging with other Statutory Bodies as appropriate. 

MAIN RESPONSIBILITIES: 
1. Manage and administer the SLIS day-to-day financial operations and all aspects of the accounting function. 

2. Provide timely and accurate financial and management information to the Manager, SLIS and the Board to enable them to assess the performance of the organisation, attendance at Board meetings may be required for reporting purposes

3. Prepare and update SLIS budgets, monitor and report on the control of expenditure and income within budget levels. 

4. Prepare SLIS’s statutory accounts in accordance with the approved accounting standards and in compliance with the Charities SORP (Statement of Recommended Practice) and CIB Service Level Agreement and financial reporting requirements. Provide administration duties to support the Manager and Board with governance, audit and regulatory compliance.

5. Administer SLIS payroll function and prepare and submit monthly and annual tax returns on a timely basis, including PAYE, PRSI and PSWT, in compliance with Revenue requirements and reporting (e.g. P46, P60’s).

6. Prepare, obtain approval for and make payments to SLIS employees and Board Members for travel and subsistence expenses on a timely basis and in accordance with prescribed rates and guidelines. 

7. Prepare monthly income and expenditure reports for the Board including explanations of any variances from budgets. 

8. Prepare the end of year accounts, ensuring that external auditors have all the documentation necessary to complete their work.

9. Maintain accurate and up to date records of bank account transactions and reconcile bank accounts on a monthly basis.

10. Manage the SLIS petty cash account.

11. Assist Manager, SLIS and Board in the development and implementation of internal controls and procedures to safeguard the financial assets of SLIS.

12. Participate in training and development programmes/courses to maintain and improve performance, including sign language, if required.

13. Providing financial administrative & other financial supports to the work of SLIS and its sub-groups as assigned by the Manager

14. Undertake such other duties as may be agreed from time to time with the Manger, SLIS.

PERSON SPECIFICATION:
Essential Requirements
· Accounting technician or similar qualification such as IPP and APP
· Minimum of three years recent relevant experience within accounts/financial administration/payroll/revenue/financial links.
· Excellent financial and quantitative analysis skills including experience in report writing, presentation of data, risk management.
· Excellent inter-personal skills, including the ability to explain financial concepts to non-financial personnel, and to build effective relationships with stakeholders
· Excellent IT skills having worked with a broad range of systems and reporting tools.
· A strong record of accomplishment and proven ability to make informed decisions and exercise sound judgment.
· Ability to identify and deliver financial best practice in public service context.
Desirable Requirements
· Experience of community/voluntary/public sector finance.
· Excellent Customer Service skills
· Ability to multi-task and prioritise activities as required.
· Ability to work on own initiative as well as part of a team
· Knowledge of the Deaf community and Irish Sign Language (ISL)  

TERMS OF EMPLOYMENT:
Reports to
The Manager, SLIS 

Location
SLIS Office, Dublin – located at the Deaf Village Ireland in Cabra.

Salary
€ 47,118 - € 57,013 per annum, inclusive of long service increments (LSI), pro rata for part time staff. 

Hours 
Your hours of work are 17.5 hours per week. You will be rostered to work by the management during the SLIS office hours (Monday to Friday 9.00am to 5.00pm).  
Flexible working hours may be required on occasion. Time off in lieu may be accumulated with prior agreement with the Manager. 


Annual Leave
This post is equates to 23 days per year for full time staff exclusive of public holidays, pro rata for part time staff. 

Superannuation
A superannuation scheme is in place, and is obligatory for all staff.

Duration
This is a temporary position. 
