TRIATHLONIRELAND

BUSINESS OPERATIONS OFFICER
(12 month contract position)

Job Description

About Triathlon Ireland

Triathlon Ireland (TI) is the all island National Governing Body for Triathlon, Duathlon and Aquathlon,
as recognised by the Irish Sports Council and Sport NI. Tl is responsible of promoting, encouraging
and advancing the sport of triathlon at all levels throughout Ireland. This is done through providing
membership benefits such as insurance, sanctioning official events/races, encouraging and
developing coaches and technical officials, and promoting the sport to all levels of ability — from the
newcomer to our Olympians.

The Tl offices are located in Kilmacanogue Co. Wicklow, and free parking is available. Standard office
hours are Monday to Friday 9am — 5.30pm, and some out of hours work may be required. As such,
flexibility in working hours will be required from and will be extended to the suitable applicant.

The position may be offered on a full or part-time basis as agreed with the successful applicant.
Primary Job Purpose

To perform, coordinate and ensure precision in all business functions of the Tl office so as to provide
first rate customer service to all members and stakeholders of TI.

Reporting and Working Relationships

The Administration Officer reports directly to the Tl CEO, and will work alongside the Administration
Officer (Membership & Events) and the Administration Officer (High Performance).

The Administration Officer will be expected to establish effective working relationships with:

e All other Tl office staff

The officers of Tl affiliated clubs

The officers of commercial event organisers with races sanctioned by Tl

All Tl suppliers, contractors and providers

Tl race referees and technical officials

e The Irish Sports Council, Sport Northern Ireland, The Irish Olympic Council and Ireland’s
Institutes of Sport network.
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Job Responsibilities

1. Complete all financial administrative tasks including all accounts payable and accounts
receivable functions using SAGE as prescribed in the Tl Financial Policy and Procedures Manual;

2. Work with the CEO to ensure compliance with all financial and regulatory filing and payment
requirements and deadlines;

3. Provide regular financial analysis reports and administrative assistance to the TI CEO and Board
as requested;

4. Fulfill the payroll functions of the organization;

5. Process all staff and volunteer expenses claims and process the payment of revenue from the Tl
online registration system to Tl clubs and sanctioned events;

6. Perform reconciliations of all online payments within SAGE on a weekly basis; and complete

monthly bank reconciliations on all TI bank accounts;

Responsible for invoicing and collection of payment from Tl debtors;

Administer the petty cash function within the Tl office;

Ensure appropriate acquittal of Tl credit cards on a monthly basis;

10. Assist with the acquittal, processing and other administration of government grants/funding
programs;

11. Fulfill other duties as directed by the Tl CEO to contribute to the efficient administrative
operations of the Tl office.

w0 o N

Decision making capabilities: Responsible for coordinating the financial administrative
functions of TI.

Budget management: No

People management: No

SELECTION CRITERIA

Qualifications and Experience

e Significant relevant experience of financial operations in a fast paced small business
environment including accounts payable and receivable; reconciliations and payroll;

e Demonstrated understanding and experience in using Sage Line 50 Accounting software ;

e Demonstrated networking experience to effectively develop, maintain and improve financial
processing systems to ensure efficiency in practice;

e Demonstrated high level experience in developing, monitoring, maintaining and implementing
information, records, policy and procedures.

Knowledge and Skills

e Exceptional administrative skills;

e Demonstrated high level numeracy skills, with a high level of attention to detail to ensure
transactional accuracy;

e Analytical skills to contribute to strategy and policy implementation in an environment of
continuous improvement

e Demonstrated high level skills in Microsoft Office Suite, web and IT resources

e Can identify, allocate and monitor resources and expenditure for effective and efficient use

e Can comply with organisational and legislative requirements.
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Personal Attributes

e Displays a high level of personal ethics and maintains professional confidentiality

e (Can consistently meet competing demands through effective prioritising in a results oriented
and client-focussed environment

e Demonstrate commitment, drive and initiative in identifying ways to improve and streamline
organisational systems, practices and procedures.

e Displays personal responsibility for transparent decision making

Please Note: Whilst the role will obviously deal with the subject matter and operations of triathlon,
it is important to note that a detailed knowledge of or affinity for triathlon is not a pre-requisite for
the role.

Remuneration

A total salary for the position in the range of €30-32K will be offered to the successful applicant, with
a pro rata arrangement should the position not be offered in a full-time capacity.
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