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   JOB DESCRIPTION
	POST
	Head of Finance 

	
	

	HOURS
	35 hours per week to be worked over five days with an option to work some of the week from home.  Occasional evening and weekend working will be required to meet the needs of the job.


	REPORTS TO
	Chief Executive


	ACCOUNTABLE FOR

	Finance & IT platform



MAIN PURPOSE
To be an active and contributing member of the Senior Leadership Team (SLT) for the organisation, providing input from a financial and IT perspective in relation to the strategic direction of the organisation. To produce and monitor the annual budget of the organisation and underpinning models, systems and processes to ensure its effective delivery. To add value to all aspects of Supportability’s operations by taking the lead responsibility for the effective and efficient management of the organisation’s finances, IT platform and IT support service as well as providing effective support and assistance to all Supportability’s operational areas to ensure delivery of its strategic aims. 
KEY RELATIONSHIPS
· To be an active and effective member of SLT, expected to contribute to the day to day management of the organisation and to take corporate responsibility within the group.
· Internal – Trustees, SLT members, finance team members, service leads.
· External – Auditors, bankers, investment management, insurance brokers, and representatives of health and local authorities, ITsupport providers, potential funders, and suppliers to the organsiation.
NB Whilst the job description primarily refers to “Supportability” the role also has responsibility for all its subsidiaries both actual and potential.

KEY TASKS
Financial Management
The Finance team is a resource for the whole organisation.  The post holder will therefore carry out their responsibilities in such a way as reflects this key point.

1. To ensure that appropriate financial procedures and internal controls are developed and adhered to throughout Supportability including ensuring compliance with all legislative requirements.
2. As a member of the SLT to be responsible for developing the strategic direction of the organisation providing input from both a financial and IT perspective.  
3. To ensure the preparation of detailed budgets aligned to the stategic direction of the organisation and in support of the services being provided, which will include overseeing monitoring of performance against budget in a timely and efficient manner. 
4. To ensure the preparation of annual financial accounts to audit level and organisational financial information monthly to the Board of Trustees, SLT and service leads ensuring that all documentation is prepared in line with legal requirements and Supportability’s policies and procedures. 
5. To ensure that Supportability is fully compliant in respect of any relevant Taxation issues - this includes taking responsibility for providing appropriate advice and support to the organisation on this issue.
6. To assist Trustees and SLT members in interpreting and understanding financial matters to enable effective decision making in line with the organsiation’s business strategy.
7. To provide and ensure that Supportability has a robust and effective payroll function.
8. To lead on the continuous improvement of financial and IT procedures and systems to the benefit of the finance team and wider organisation. 
9. To manage the staff efficiently and effectively within the finance team in         accordance with Supportability’s policies and procedures and to ensure that the team are working in accordance with and supporting the strategic objectives.

Procedures and Internal controls

1. To develop, implement and review financial procedures and internal controls ensuring
         appropriate systems are in place ensuring these procedures meet with internal requirements as well as audit and legislative requirements.
2. To ensure that there is an electronic procedural manual for financial processes and procedures, that is kept up to date and relevant for both finance and non finance staff to access for advice and guidance.
3. In conjunction with other appropriate managers ensure the financial requirements of external funders are met.

4. To ensure the Finance team is part of the Health and Safety committee for the organsiation and that there is full compliance of the team in relation to Health and Safety issues in line with Supportability’s policies and procedures. 
Planning, forecasting and monitoring
1. In conjunction with SLT and service leads to be accountable for the detailed preparation of all income and expenditure budgets at project, service area and organisational levels in a timely manner.
2. To monitor income and expenditure against budget at a high level to enable SLT to make informed financial decisions relating to the business, whilst monitoring the overall process to ensure that it is carried out effectively within the team at transactional level.

3. To ensure the preparation of monthly performance reports and forecasts, which will include the identification of, and reporting against, any significant variances.  
4. To ensure the collection and interpretation of additional appropriate financial information for SLT and the Board of Trustees when required/requested. 

 Information Technology

1. As part of SLT, to develop and manage an IT strategy for the organsiation.
2. To be the lead information technology champion for the organisation, ensuring effective 
        communication and information systems are in place and operating correctly.
3. To ensure that the IT platform is appropriate to meet the needs of the organisation in respect of its key areas of business and support systems. 
4. To act as the point of contact for the organisation’s chosen IT support provider and to develop an effective working relationship with them to ensure effective support delivery.
5. To be the lead for the orgnaisation in relation to GDPR legislation and requirements, advising as appropriate to ensure compliance. 
Risk Management
1. To identify possible risks to the business particularly in relation to key areas of      
        responsibility and make recommendations to minimise these risks.
2. As a member of SLT to identify and contribute to the development and implementation of appropriate risk management strategies.

3. When appropriate, to seek advice from specialist advisors to help manage risks, e.g. 
         financial management.

4. To keep self, and ensure that other members of the finance team, are up to date on changing financial legislation and economic developments to enable the careful management of risk within the team and wider organisation.
Technical advice and training
1.  To provide the necessary advice in regard to VAT and other tax matters, seeking 
         external advice as necessary.

2. To work with the organisation’s HR and Training and Quality managers to identify, and where appropriate deliver, IT and Finance training as part of the organisation’s Induction programme.
Property and resource management
1. To have lead rsponsibility for the development of a property and resource management strategy across the organisation ensuring that there is a planned building maintenance programme in place by liasing with appropriate Supportability staff members. 
2. To introduce a purchasing strategy for the organisation in conjunction with appropriate managers. 
3. To ensure all Supportability’s resources are effectively protected by taking lead responsibility for ensuring appropriate insurances and inventories are in place.

People Management and Development
1. To delegate appropriate responsibility and authority to the correct level of staff within the finance team, consistent with effective decision making, whilst retaining overall responsibility and accountability for outcomes.
2 To ensure that the Accountability and Responsibility agenda within the organisation is effectively communicated, implemented, and adhered to by the whole team – which includes staff supervision, team meetings, performance management reviews etc.  

3 To lead the development and implementation of continuous improvement initiatives within the finance team
4 Participation in the selection and recruitment of staff in accordance with Supportability’s policies and procedures. 

5 To act as may be necessary in disciplinary matters in accordance with Supportability’s policies and procedures.
6 To ensure that management structures and practices within the finance team support a culture of collaboration within the team as well as services, to achieve plans and objectives aligned to the Business strategy and Supportability’s values.   

Other duties
1. To support the function of Company Secretary for the Charity helping to ensure compliance with this role and of the wider organisation. 
2. To undertake and assist in the provision of job related staff training organised by Supportability or by other agencies.

General
1. To attend regular supervision with the Chief Executive to ensure that the requirements of the role are fulfilled and that the Head of Finance is supported in their work.

2. To attend and contribute to management meetings across Supportability as appropriate. 

3. To attend and report into the monthly Board of Trustees meetings 

4. To hold a current valid driving licence and to have access to a vehicle, hold appropriate insurance for Business travel with a willingness to travel to relevant business locations as part of the role.

5. A willingness to undertake any further training that is relevant to the role. 

6. All duties must be carried out in accordance with Supportability’s Policies and 

Procedures, including the Equal Opportunities Policy and Procedure.

7. To undertake any other reasonable duties as required by the Chief Executive.
PERSON SPECIFICATION

	
	Essential
	Desirable
	Assessed by

	Qualification
	Qualified accountant with three years post qualification experience
	
	Application form and copies of certificates

	Work experience
	Minimum of 3 years experience of finance and IT issues, at a senior level within an organisation.

Minimum of 2 years experience of managing staff.

Experience of managing finance functions within the not-for-profit sector.

Production of annual budgets, year end accounts and accounts to audit level including audit processes and requirements 
	Experience of managing fundraising operations.

Production of Charity accounts to audit level
	Application form and interview

	Knowledge and skills
	Ability to analyse numbers critically and extract pertinent information for management.

Ability to identify and implement effective financial controls.

IT systems and platform knowledge

Effective IT skills including Excel, Microsoft 365, Teams, Powerpoint and advanced spreadsheet skills.

Ability to communicate effectively both verbally and in writing.

Ability to convey complex accounting issues to non-finance staff in a clear and concise manner.

Pro-active approach and skill in creative problem solving.

Ability to manage conflicting priorities and to meet exacting deadlines.

	Knowledge of, and skills in, running effective fundraising campaigns.

Skills in producing effective fundraising applications.


	Application form and interview

	Experience
	Experience of costing services/projects.

Experience in preparing financial management information including budgets, forecasts and cashflow.

Ability to understand customer needs and adapt services where necessary.

Experience of developing and utilising information technology systems which enable effective and efficient communication.

Experience of developing and utilising IT systems which enable the production of management information in an effective and efficient manner.
	Experience of negotiating contracts with the local authorities/suppliers.

Experience and understanding of issues relevant to health and safety, building and asset management.  

Experience of managing a payroll function.

Knowledge of Sage Line, Sage 200cloud professional amd Sage50 Payroll
	Application form and interview

	Behavioural Competencies
	A strategic thinker.
Team worker.

Commitment to a collaborative and motivational style of working.

Motivated with a ‘Can Do’ attitude.
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