
 

 

 

Assistant Accountant 

Housing Finance Agency plc (HFA) 

Executive Officer Grade 

 
Applications are now sought to fill the post of Assistant Accountant (Executive Officer) at the 

Housing Finance Agency plc (HFA). The HFA Office is in Dublin City Centre. 

 
The closing date for receipt of applications is 17.00 on Friday 22nd February 2019. 

 

BACKGROUND 

The Housing Finance Agency plc (HFA) is a public body under the aegis of the Minister for 

Housing, Planning and Local Government. The HFA’s board is appointed by the Minister for 

Housing, Planning and Local Government, with the consent of the Minister for Public 

Expenditure and Reform. There are twelve board members. The HFA has a staff 

complement equivalent to sixteen full time staff members (FTEs).   

 
What do we do? 

The HFA’s main remit is to lend to local authorities, approved housing bodies, the Local 

Government Management Agency, Higher Education Institutes (HEIs) and the Housing 

Agency for housing and related purposes and to borrow or raise funds to enable such 

lending. The HFA currently has an outstanding loan book of €3.9 billion. 

The HFA has two teams – HFA Corporate Services and HFA Lending Services. The 

Administrator will be part of the HFA Corporate Services team. 
 

THE ROLE 
 

Applications are sought to fill the post of Assistant Accountant in the HFA. 
 

Reporting to the Financial Accountant the successful candidate will work collaboratively 

within the HFA Corporate Services Team. 
 

The ideal candidate should ideally take ownership of tasks through to a satisfactory 

conclusion. They should have excellent organisational and communication skills to meet the 

requirements of the role. He/she should maintain a focus on dealing with customers in an 

effective, efficient and respectful manner. He/she will have the ability to extract, interpret and 

analyse financial and other information. He/she will demonstrate a willingness to learn and 

acquire new skills on a continual basis. 
 

 
KEY RESPONSIBILITIES 

 

• Team player who will liaise closely with members of the accounts team, producing 

financial information relevant to HFA operational needs. 

• Ensuring that payroll, pensions and tax related returns and payments are made on time 

• Compilation of information for month end management reporting and 5-year 

Corporate Plan processes. 

• Preparation of information for decision papers for Board and Committee meetings. 

 



 

 

• Treasury dealing. 

• Annual statutory returns to Revenue and the Companies Registration Office. 

• Departmental and Central Statistics Office periodic returns. 

• Balance sheet, bank, fixed asset and nominal ledger reconciliations. 

• Maintenance and administration of staff and pensions payroll and related queries. 

• Tax compliance returns. 

 

REQUIREMENTS 
 

Essential Qualifications 

• Qualified accounting technician and/ or degree.  

• Significant relevant experience at an appropriate level. 
 

Essential Skills and Experience 

• Good problem solving skills with the ability to work well under pressure and to meet 

deadlines as required. 

• Strong analytical and problem solving skills and an ability to see tasks to completion. 

• Ability to contribute in the review of existing financial management systems 
implementation, upgrade and enhancement projects, and with systems controls 
and procedures in line with organisational aims. 

• Excellent written and verbal communication skills. 

• Strong skills and knowledge of Microsoft Office packages. 

• Fully committed to achieving quality results and demonstrate the required technical 

competence to meet the requirements of the role. 

• A good knowledge of government codes of practice, taxation legislation and 
procurement rules. 

 

Key Competencies 

• Analysis and Decision Making 

• Delivery of Results 

• Interpersonal & Communication Skills 

• Drive and Commitment to Public Service Values 

• Specialist Knowledge, Expertise and Self Development 
 

Desirable Criteria 

• Have demonstrated an ability to work with a collaborative style within teams. 

• Ability to work on own initiative, with a capacity to work quickly and efficiently, making 
use of accounting software to automate routine work to meet operational and reporting 
needs. 

• Excellent communication skills, both written and oral. 

• Experience in operating in a rapidly changing environment. 

• Good organisational ability and excellent attention to detail. 

• Previous experience of an accounting software package would be desirable but is not 
essential. 

 
 

Note: The functions and responsibilities assigned to this position are based on the current 

stated role and may be changed from time to time. The person appointed requires the 

flexibility to fulfil other roles and responsibilities at a similar level within the HFA. 

  



 

 

 

PRINCIPAL CONDITIONS OF SERVICE 
 

Tenure 

The appointment is on a permanent full-time basis subject to the satisfactory completion of a 

probationary period. 

Salary Scale 

The salary scale for the position (rates effective from 1 January 2019) is as follows: 

 

Executive Officer Personal Pension Contribution (PPC) Salary Scale 

€29,609, €31,329, €32,460, €34,364, €36,071, €37,720, €39,364, €40,974, €42,600, €44,181, 
€45,812, €46,891  IFS1 €48,427 IFS2 €49,960 

This rate applies to new entrants and will also apply where the appointee is an existing civil 

or public servant appointed on or after 6th April 1995 and is required to make a personal 

pension contribution.  

 

Executive Officer Non-PPC Scale 

€28,213, €30,153, €30,923, €32,739, €34,356, €35,927 €37,487 €39,015, €40,560, €42,061, 
€43,608, €44,640, IFS1 €46,095, IFS2 €47,553 

This rate will apply where the appointee is a civil or public servant recruited before 6th April 

1995 and who is not required to make a Personal Pension Contribution. 

Long service increments may be payable after 3 (LSI 1) and 6 (LSI 2) years satisfactory 

service at the maximum of the scale. 

 
Important Note 

Entry will be at the minimum of the scale and the rate of remuneration will not be 

subject to negotiation and may be adjusted from time to time in line with Government 

pay policy. Subject to satisfactory performance increments may be payable in line with 

current Government policy. Different terms and conditions may apply if, immediately before 

appointment, you are a currently serving civil/public servant. 
 

 
Annual Leave 

In addition to the usual Irish public holidays annual leave for this position is 23 working days, 

based on a five day week. This will rise to 24 days after 5 years’ service and to 25 after 10 

years’ service. 

 

The above represents the principal conditions of service and is not intended to be a 

comprehensive list of terms and conditions of employment which will be set out in the 

employment contract to be agreed with the successful candidate. 

 
  



APPLICATION PROCEDURE 
 

How to Apply 

• Applications should be submitted via email to corporaterecruitment@hfa.ie 

• Each candidate should submit a short covering letter outlining why you believe your 

skills, experience and values meet the requirements of the position along with an up to 

date CV.  
 

Closing date 

Deadline for application: Friday 22 February 2019 at 17.00.  

Applications will not be accepted after the closing date. 
 

Selection Process 

The selection process may include: 

• shortlisting of candidates, on the basis of the information contained in their application; 

• a competitive interview; 
 

References 

We would appreciate it if you could start considering names of people who would be suitable 

referees and that we might consult (2 - 3 names and contact details). The referees do not 

have to include your current employer but should be in a position to provide a reference for 

you. Please be assured that we will only contact referees should you come under 

consideration after interview stage. Please note, should you be successful in this 

competition, we will require a reference from your current employer, prior to recommendation 

for appointment. 

General Information 

Candidates should note that canvassing will disqualify. The HFA will not be responsible for 

any expenses, including travelling expenses that applicants may incur in connection with 

their application for this post. 

Should the person recommended for appointment decline, or, having accepted it, relinquish it 

or if any additional vacancy arises, the HFA may, at its discretion, select and recommend 

another person for appointment on the results of this selection process. 
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