EDINBURGH CHILDREN’S HOSPITAL CHARITY
JOB DESCRIPTION AND PERSON SPECIFICATION
BUSINESS MANAGER


	Job Title:
	Business Manager 

	Job Location:
	ECHC Shawfair Office

	Reports to:
	Director of Operations and Finance (DOF)


	Main Purposes:

	To support the Director of Operations and Finance to deliver the organisation’s goals of providing excellence in governance, management and controls; and of providing effective systems and processes which support the team to deliver results for children, young people and their families.

To take lead professional responsibility for; all aspects of the control and management of ECHC financial resources, for maintaining operational excellence across the business and ensuring organisational development strategies and initiatives are aligned with the overall strategy in ways that nurture a positive working environment and promote the organisation’s values.

	Areas of Responsibility:
· You will assist the Director of Operations in Finance in providing inspirational and motivational leadership, management and support, nurturing a positive working environment by promoting the organisation’s values and inspiring staff to achieve our objectives (both those in the finance team and across the wider staff team). 
· You will be responsible for the effective day to day management of the financial operations of the charity and ensuring compliance with regulations, policies and controls; including the preparation of the monthly management accounts and managing the organisation’s annual audit.
· You will take a pivotal role in supporting the Director of Operations and Finance to deliver the goals of the business by bringing a transformational approach to all aspects of the strategic development of ECHC. This will include driving operational efficiency across the organisation through, for example, identifying and implementing new processes and systems, negotiating best terms with suppliers and seeking opportunities to bring innovation to the charity to achieve efficiency gains.

· You will support the Senior Management team through contributing to the continued development of ECHC’s risk register; thinking strategically and taking a solutions based approach to identifying organisational risks and  controls for mitigating risk, to ensure the business has a clear framework to guide decision-making.

	· You will oversee organisational development strategies, systems and procedures across the charity, proactively driving forward and delivering step-changes in continuous improvement, liaising with external consultants (eg HR and IT) where appropriate. 
· You will support the Director of Operations and Finance in ensuring appropriate organisational policies and procedures across all departments are developed in line with best practise, legislative and regulatory requirements. Through effective communication and coaching you will ensure staff are trained in and adhering to these policies and procedures, driving high performance that contributes to the organisation achieving its goals and encouraging positive behaviours in line with the organisation’s values. 
· A positive, proactive individual with a passion for the work of ECHC, you will enhance and protect the reputation of ECHC by being an ambassador for the organisation.

· You will identify, develop and maintain relationships with ECHC’s stakeholders, in particular engaging with suppliers, partners and influencers.  Engage with the NHS and maintain a strong relationship with the hospital and its staff.

· Any other duties appropriate to the role and in line with the needs of ECHC.

	


	REQUIREMENTS
	ESSENTIALS
	DESIRABLE

	Education & Qualifications
	Qualified Accountant
	Additional qualification or membership of relevant, recognised professional body eg CIPD


	Experience, skills & Knowledge
	· Demonstrable experience of management capabilities and of collaborating successfully cross-functionally
· Evidence of ability to thrive in a continually fast-paced, high-volume work environment with the ability to work efficiently and effectively, managing multiple tasks and prioritising accordingly, adapting to changing circumstances 
· Track record of a proactive, positive, solution focused approach to problem solving as well as evidence of the ability to negotiate with suppliers for the maximum benefit of an organisation. 
· Competence to build and effectively manage and maintain interpersonal relationships across the organisation and externally. 

· Extensive experience of managing a finance/operation function within an organisation, including effective budget setting, monitoring and audit of income and expenditure including regular reporting and preparation of accounts.
· Sound knowledge of HR best practises, employment legislation and its application.
· An understanding of and involvement in delivering organisational strategy, achieving operational robustness whilst still enabling business agility and service delivery; as well as experience in developing and implementing organisational policies and procedures. 
· Experienced in an organisational audit, and liaising with partners such as auditors and investment managers.
· Fully conversant with the legislative and regulatory requirements in Scotland as they relate to ECHC.
· Good understanding of GDPR and Gift Aid requirements 
· Highly organised with excellent attention to detail and success in working accurately to tight deadlines.
· A communicator of the highest standard with well-developed verbal and written communication skills, including report writing and presentation. 

· Positive individual with an obvious enthusiasm for the work of ECHC
· A professional willing to convey the values of ECHC at all times
	· Experience of managing a financial/operational function of a voluntary organisation
· Experience of a grant-giving organisation and the management of restricted and designated funds

· Experience of working with fundraising teams and in projecting fundraising income
· Previous experience of charity law in Scotland, OSCR and SORP
· Working knowledge of Quickbooks or similar cash management systems

· A good knowledge of staff management techniques e.g. one to ones, annual appraisal, objective setting


	Additional
	· A passion for the rights of children and young people, and the strategic aim and purpose of ECHC
· An ability to be empathetic and sensitive to the needs of ECHC’s beneficiaries
· Advanced experience in the use of Excel
· Willing to occasionally work flexibly as the organisation requires
· Willing to undertake additional study or learning as required to fulfil this developing role
	


