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JOB DESCRIPTION

FINANCE MANAGER

	Hours:
	21 – 28 per week 

	Reporting to:
	CEO

	Project:
	Core


	MAIN PURPOSE OF POST:

	· To provide sound financial advice to the Board of Trustees, CEO and Contract Manager. 

· To provide effective financial management operation for the Charity.

	DUTIES:

	· Work in close co-operation with the CEO and Trustees to ensure that appropriate financial policy frameworks are in place to guide the Charity’s financial decision making. 

· Create, review and update the Charity’s financial policies and procedures in line with internal processes and legislation. 

· Ensure the appropriateness of the key assumptions included in the charity’s annual financial plan and budget proposals. Provide advice to CEO and Trustees on these matters.

· Contribute as required to the Charity’s strategic/business plan. 

· Prepare, in association with the CEO and Contract Manager, annual budgets and forecasts.

· Provide as required, relevant finance reports, documents and information for CEO & Trustees at the General Council Meetings.

· Liaise with internal and external auditors and other compliance visits as appropriate.

· Advise the Trustees on major financial issues which arise, and which are outside the agreed boundaries of executive management authority.

· Work closely with the CEO to develop risk assessments and to advise on the likely financial consequences of all proposed courses of action. 
· Maintain records to meet legal and tax requirements and to measure both the inputs and outputs of the Charity’s operations. Provide management information for use by managers in planning and controlling the work of the Charity.
· Provide relevant evidence and documentation for contract claims.
· In consultation with the CEO provide financial information for funding applications.

· Prepare draft statutory annual accounts for adoption by the Trustees.

· Plan and manage the cash flow and investment activity, the latter in consultation with the CEO and Trustees.
· Be responsible for monitoring the income and expenditure on the bank accounts and for ensuring payment for services and subscriptions such as healthcare, photocopiers, insurance, broadband etc are competitive and value for money.
· Ensure, in conjunction with the Charity’s insurance brokers that appropriate and adequate levels of insurance are in place.

· Maintain contact with HMRC, the Charity’s bankers, pension advisor and auditors.

· In liaison with Contract Manager/CEO, manage and process the input of information for payroll on Sage Payroll 50 and provide accurate information to HMRC, pension and Health Care providers.

· Ensure safe storage of bank account debit card and cheque book.

· Ensure that for on-line payments dual authorisation processes are followed.

· Accurately post all information to the Charity’s appropriate financial systems.

· Monitor commitments and pay invoices timely.

· Respond to requests from Inland Revenue as they arise.

· Ensure that all receipts are, where possible, banked in the most appropriate account to generate income for the Charity.

· Keep abreast with financial developments across the voluntary sector.

· Ensure that the Charity always acts within legal requirements.
· Introduce system improvements where necessary and disseminate these changes to staff.

· Attend internal and external meetings as required, occasional out of hours meeting will be required.
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