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JOB DESCRIPTION 
Business Development & Finance Officer
	Location:
	11 Holmview Terrace, Omagh, Co. Tyrone, BT79 0AH

	Reports to:
	General Manager

	Salary:	
	£29,064 – £31,022 per annum

	Hours:	
	Full-time, 37.5 hours per week
Part-time options can be considered

	Contract length:
	Permanent

	Annual Leave:	
	23 days per annum plus 10 statutory holidays (pro rata for part time hours)

	Role:
	Join the Tara Centre in Omagh and play a key role in sustaining and growing our charity. This position combines financial management with business development, including funding bids and finding opportunities for income generation. If you have strong financial skills and a passion for making a positive impact, we would love to hear from you.
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MAIN DUTIES AND RESPONSIBILITIES

The main duties associated with this post are listed below.  These duties will be carried out under the direction of the General Manager.
Position Overview
This is a key role combining financial coordination and business development to support the sustainability and growth of the Tara Centre. The post-holder will manage day-to-day financial operations such as bookkeeping, payroll, and compliance, while also providing accurate financial reporting to management, funders, and the Board.
A significant part of the role involves strategic financial oversight, including preparing and monitoring budgets for multiple funded projects, consolidating income streams, and maintaining robust systems for transparency and accountability. In addition, the post-holder will lead business development activities by identifying and securing funding opportunities, preparing bids and reports, exploring self-generated income options, and building relationships with funders and partners. Working closely with the General Manager, they will contribute to strategic planning and ensure all practices reflect the Centre’s vision and values.
Key Responsibilities
Financial Management
· Manage day-to-day financial processes, including bookkeeping, invoicing and bank reconciliation.
· Prepare and monitor budgets, financial forecasts and management reports, providing clear variance analysis and recommending or implementing corrective actions.
· Provide accurate and timely financial information to the General Manager and Board of Trustees/Directors.
· Maintain sound financial systems, records and policies to ensure compliance with Tara Centre finance procedures, funder requirements and charity regulations.
· Liaise with external accountants and assist with year-end reporting to ensure a smooth and audit process.
· Prepare accurate financial reports for funders, reconciling expenditure against approved budgets.
· Track multiple funding streams and provide consolidated reports for management and the Board.
· Oversee payroll processes, ensuring accurate calculation of salaries, tax, pension contributions and all statutory reporting obligations.

Business Development
· Research, identify, and apply for funding from trusts, foundations, and other sources.
· Contribute to the organisation's long-term financial sustainability through effective fundraising and income generation. Develop new projects, services, and partnerships aligned with strategic goals, including opportunities for social enterprise or earned income.
· Liaise directly with funders, partners, and stakeholders as required.
Collaboration and Leadership
· Work closely with the General Manager to prepare budgets and reports for funding bids and projects.
· Promote good financial awareness across the team fostering a culture of accountability, transparency and care in all financial matters.
· Contribute to strategic planning and organisational development.

This Job Description may be amended in the light of changing circumstances and may include other duties and responsibilities consistent with the post which will be determined by the General Manager in consultation with the post holder. 
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