Donegal Education and Training Board 
Job Description: Head of IT/ Finance 
Grade: Assistant Principal Officer
(Specified Purpose Acting) 


Reporting to:  Director of Organisation Support & Development
1. Liaison and co-operation:

· the Chief Executive & Executive Forum incl. of School Principals/Centre Managers 

· other members of Administrative staff

· staff of the Department of Education & Skills 
· other Government Department & Local Government Bodies & Agencies

· employees of Donegal ETB
· staff representative bodies and organisations incl. of unions etc.

· members of the public

2. Policy and Legal Framework.

The post holder will work within the framework of National Legislation, National Agreements & Collective Agreements including, inter alia, the following:

· The Education and Training Boards Act, 2013
· The Further Education and Training Act, 2013

· Finance Acts

· Comptroller and Auditor General (Amendment) Act, 1993

· Prompt Payment of Accounts Act, 1997

· Late Payment in Commercial Transactions Regulations, 2002
· Education Act, 1998

· Social Welfare Acts

· Health Safety & Welfare at Work Act, 1989

· Organisation of Working Time Act, 1997

· Data Protection Acts 1988 & 2003

· Policies & Procedures of Donegal ETB 
· Department of Education & Skills  Circular Letters, Policies & Guidelines on General Administration Pay & Conditions

· Department of Education & Skills  Guidelines on Financial Administration & Procurement Procedures

· Relevant Directives of the European Community

· Protected Disclosures Act, 2014

· Freedom of Information Act, 2014

· Ethics in Public Office Act, 1995

· Any other relevant statute or statutory instrument

3. Key Tasks
· To co-ordinate, manage and support the development and the use of IT systems inclusive of the provision of advice and guidance to Admin Offices, Schools and Centres on the use, procurement and implementation of the most advantageous hardware and software systems. 

· To co-ordinate and manage the IT/Finance functions of the ETB and all its enterprises, to plan and implement appropriate budgetary control systems in accordance with all relevant legislation and in accordance with ETB policy and procedures.
· To plan, organise, control, manage and co-ordinate the efficient operation of the IT/Finance function of the ETB in consultation and co-operation with other ETB Executive Forum members.

· To co-ordinate the preparation of annual accounts, estimates, budget reports and such financial or other submissions as may be required from time to time by the ETB, Department of Education & Skills, Auditors and other appropriate organisations/bodies.

· To liaise with Heads of Divisions with regard to IT/Financial aspects of the ETB’s operation and development.

· To co-ordinate the control of purchases and payments and maintain all necessary records including stock management and asset register, when required.
· To advise on/promote/organise/participate in, as appropriate, staff development programmes.

· To assist/advise the ETB Executive Forum in the development and maintenance of an overall financial control environment.

· To act on inter and intra department project teams on a needs basis 
· To contribute to the development and implementation of appropriate management information systems.

· To manage the security of all IT based systems and software.
· To participate in and support development and use of IT systems. A capacity to appreciate the potential of IT to enhance record-keeping and quality delivery of services is essential.
· To report and provide information on the services and operation of the IT/Finance function as required from time to time.

· To co-ordinate the development and maintenance of Donegal ETB website. 

· To co-ordinate Meetings of Staff of IT/Finance Division
· To undertake such other duties as may be assigned from time to time by the Director of Organisation Support & Development and the Chief Executive. 

· The above list of responsibilities may be varied having regard to the changing needs of the ETB and the terms of the post can include delivery of responses to unpredictable work demands as they arise.

· Carrying out such other projects or activities as may be assigned from time to time by the Chief Executive (including personal development projects or assignments).

· To comply with conditions and regulations which may be prescribed in other agreements applying to these grades.
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