
 
  

Executive Officer – Accounting and Finance Lead  
  

Job Title:  Executive Officer – Accounting and Finance Lead  

Reporting to:   Administrative Officer  

Location:  TUI Head Office, 73 Orwell Road, Rathgar, Dublin 06 YP89  

Contract Type:  Permanent Wholetime  

  

Role Purpose: The Executive Officer – Accounting and Finance Lead is in charge and responsible for 

all accounting activities within the Union, ensuring financial controls are established and sustained, 

producing timely complete and accurate financial statements (Trial Balance, Profit & Loss Account 
and Balance Sheet for each fund and in consolidated format) monthly, annually and at any such 

other period as may be required.  

  

The Key Accountabilities and Responsibilities include:  

  

Policies and procedures implementation: To develop, supervise and implement all relevant policies, 

processes and procedures and to give instruction to other members of the team to ensure that the 

work is carried out in a controlled and consistent manner.  

People Management: Supervising work of the accounting team, ensuring compliance with laws and 
regulations and providing feedback to ensure the work is carried out in an efficient way.  

Job Specific Responsibilities:  

  

1. Staff Management  

• Based on TUI financial goals and priorities agree and assign tasks within the team to ensure 

efficiency and accountability within the team.  

• Supervise and provide guidance to all staff within the accounting team and other such 

members of the Union as required.  

• Conduct all necessary training or facilitate such training to ensure that all relevant skills and 
knowledge are up to date.  

• Coordinate between the different sections within the Union to complete assigned 
accounting tasks within deadlines.  

  

2. Accounting and Finance  

• The preparation of monthly management and year-end accounts.  

• Generate financial reports as required.  

• Analyse financial discrepancies and recommend effective solutions.  

• To reconcile all bank accounts and to ensure that any reconciling items are genuine and 

pass the bank account in question in a timely fashion. 

• To record all income and expenditure on an accruals basis of accounting and to ensure the 

correct split of both income and expenditure across each of the TUI funds.  

• To provide reconciliation and supporting documentation for all items on the balance sheet. 

• To process the wages and reconcile the PAYE liability on the balance sheet.  

• To prepare and file the VAT returns in a timely manner.  

  

  



 

 

 

3. Annual Audit Preparation 

• Assist in auditing activities by providing the necessary information in a timely fashion. 

• Record asset additions, disposals, maintain a register of said assets and account for 
depreciation. 

• Record all transactions pertaining to investments held by the Union, additions, disposals, 
income, costs and maintain a listing detailing original cost and market value. 

• Record the changes in pension valuations. 

• Liaise with external TUI accountancy firm(s). 

4. Governance 

• Maintain compliance with all international and local regulations. 

• Attend Continuous Professional Development CPD courses to ensure compliance and 
accounting standards across the team. 

• Monitor financial transactions and ensure compliance with the Union’s policies and 

procedures. 

• Monitor expenditures, analyse revenues and determine budget variances. 

• Maintain highly organized and updated files. 

5. Budgets and Analyses 

• In conjunction with the Administrative Officer plan, control and implement the annual 
budgeting process. 

• The preparation of profit and cash flow forecasts, analyses and reports. 

Experience:  

Essential Experience, Knowledge, and Skills  

• Minimum 5 years’ experience in Financial Management and Accounting post qualification 

• Excellent computer literacy – Sage 50 and Office 365 and Microsoft Dynamics 

• Excellent International Financial Reporting Standards and accounting knowledge 

Other requirements:  

• Willingness to travel when required 

• Availability for attendance at Annual Congress and other events outside of normal working 

hours as required 

Competencies:  

• Self-starting 

• Good leadership skills 

• Ability to work collaboratively and individually 

• Time and Priority Management 

• Planning and Organising 

• Interpersonal and communication skills 

 

 

 



 

 

 

Rewards:  

The salary reflects the significant responsibilities of the post and is aligned with the Civil Service 
Executive Officer scale.   

A defined benefit pension arrangement will apply.  

Please apply in the strictest confidence enclosing a comprehensive C.V. and cover letter to: 
General Secretary, Teachers’ Union of Ireland, 73 Orwell Road, Dublin 6. D06 YP89 
Applications to be marked Confidential - Executive Officer – Accounting and Finance Lead or 
by email to recruitment@tui.ie  

Closing date for applications: Monday 24th August 2026 – 5pm.    

 

Please note that canvassing will disqualify.  

The TUI is an equal opportunities employer 


