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JOB DESCRIPTION

TITLE OF JOB:

Finance Manager

SERVICE/PROJECT:
Central Team

REFERENCE NO:

FM

CLOSING DATE FOR APPLICATIONS: 9 April 2010 at 9am

INTERVIEW DATE:

tba

HOURS PER WEEK:
25 (Monday to Friday)

PERMANENT

Permanent

BAND 6 NJC POINT 34-38, SALARY £28,636 - £32,798 per annum, plus pension, paid monthly by Automated Credit Transfer on 25th of each month

HOLIDAY ENTITLEMENT: 27 days per annum, plus 3 extra days at Christmas and the usual statutory holidays

ACCOUNTABLE TO:
General Manager/Dir HR and Operations Director

LINE MANAGED BY:
General Manager/Dir HR

RESPONSIBLE FOR:
The finance, contract management and payroll functions of the organisation

For an informal chat about the job, please ring Heather Leach, on 01273 828446

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure
Impact Initiatives is a registered charity, no. 276669. Company registered in England, No. 1402692. Registered office: Brighthelm, North Road, Brighton, BN1 1YD.
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THE POST

The successful operation of Impact’s Finance Management function is critical to the delivery of quality frontline services as well as providing the structures that give confidence to our funds that we are a safe place to invest.

Authority

The post holder will have authority for:

1. Submissions of budgets with funding bids and contracts which have been previously approved in accordance with Impact’s funding policies and procedures.


2. Expenditure in line with Impact’s internal financial controls and procedures.


3. Variances to contracts/budgets that have previously been approved by the Senior Management Team.


4. Other decisions in line with Impact’s HR policies and procedures.


5. Signatory to Impact’s bank accounts for payments in line with Impact’s financial procedures.


MAIN TASKS

1. To manage Impact’s Finance function.


2. To manage the preparation and publishing of Impact’s annual accounts, in liaison with Impact’s auditors.


3. To ensure that accurate and timely financial returns are provided to funders and other agencies.


4. To ensure that accurate management accounts are provided, on a monthly basis, for the Board, the senior management team, and Impact’s projects.


5. To provide financial advice, guidance and forecasts to the Board and the senior management team.


6. To assist the senior management team and service managers to produce budgets, ad-hoc financial reports and forecasts.


7. To closely monitor cashflow and report to the senior management team.


8. To assist the Board to ensure that Impact meets the financial requirements of Charity and Company law.


9. To regularly review bank and cash reconciliation’s.

10. To operate and maintain the computerised payroll system.


11. To maintain an understanding of the external financial environment.


12. To provide cover for the Finance Assistant as and when required.


13. To define and document financial procedures and implement improvements to these as required.


Board of Trustees

1. To attend monthly finance meetings if requested by the Board or the Senior Management team.


2. To provide up-to-date financial reports, forecasts and management accounts to each meeting of the Trustees.


Staff Management

1. To provide line management support to the Finance Assistant and Infrastructure Support Officer and any other staff that from time to time may be appointed to support the Finance function.


2. To ensure that Impact’s performance management systems and procedures are implemented including regular supervision, performance appraisal and training and development plans.


3. To liaise with the HR Department to co-ordinate forward planning and recruitment.


Quality

1. To ensure that relevant quality assurance systems are implemented to support the development of systems and procedures to comply with quality assurance systems.


2. To ensure that systems and procedures are set up for financial compliance also contribute to Impact’s own monitoring and evaluation procedures.

General

1. To comply with and implement the Impact Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.


2. To comply with and implement the Impact Health and Safety Policy and any specific policies and procedures relating to the specific activities on which you are employed.  Generally to take reasonable care for the health and safety of all those affected by this work.


3. To follow Impact’s Performance Management procedures and attend supervision and appraisal meetings as required by your Manager.


4. To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.

PERSON SPECIFICATION

Finance Manager

	
	Essential
	Desirable

	Skills and Abilities
	
	

	Ability to develop and maintain productive, proactive and professional relationships with a range of internal and external stakeholders.
	     (
	

	Excellent interpersonal skills, including a flexible and positive approach to liaison with non-financial staff on financial matters.
	     (
	

	Good IT skills including the ability to use Excel effectively and knowledge of computerised accounting packages such as Sage or Access.
	     (
	

	Management skills, including delegation, prioritising, staff supervision and support.
	     (
	

	Ability to contribute to the Organisations business strategy.
	     (
	

	Ability to work within an equal opportunities framework.
	     (
	

	Good presentation skills.
	
	      (

	Highest level of integrity, trustworthiness and diplomacy.
	     (
	

	
	
	

	Knowledge/Experience
	
	

	Experience of developing, maintaining and monitoring comprehensive user-friendly accounting and financial management systems, including preparation of annual accounts for audit.
	     (
	

	Experience of performance management, managing and motivating staff.
	     (
	

	Experience of budget planning and setting, business and strategic planning, and financial forecasting.
	     (
	

	Experience of preparing management accounts.
	    (
	

	Experience of operating a payroll system and PAYE.
	    (
	

	Experience of managing staff.
	    (
	

	Experience of the Charities Acts as they apply to accounting procedures.
	
	    (

	Experience of finance work in the voluntary sector.
	
	    (  

	Finance experience at a level appropriate for this post.
	      ( 
	

	
	
	

	
	
	

	Qualifications
	
	

	Full accountancy qualification e.g. A.C.A. or A.C.C.A.
	      (
	

	
	
	


