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Job Description
	Job Title:
	Finance Manager 

	Department:
	Senior Management Team

	Salary:
	£29,271

	Hours of Work:
	30 hours per week 

	Contract Type:
	Permanent 

	Experience/ Qualifications  Required:
	Qualification in Business/ Accounting  with demonstrable experience within a financial management role


Role

CATH is recruiting for a skilled Finance Manager who has demonstrable experience of financial and people management and an understanding of the Third Sector financial landscape.  With a working knowledge of OSCR requirements, the Finance Manager will be responsible for the effective management of the financial operations of the charity and ensuring compliance with regulations, policies and controls.  The Finance Manager will prepare and report on annual budgets to the Board, the management team and other stakeholders, and contribute to the development of CATH’s longer-term financial and fundraising strategies.

The Finance Manager will manage a small team of finance assistants and will be responsible for providing support & supervision, leadership and direction for the team to ensure efficient operations on a day-to-day basis.   

As part of the management team, the Finance Manager will contribute to the management of CATH procurement and contract management to ensure financial efficiencies. 
Key Objectives, Duties and Responsibilities 
1. To contribute to the overall strategic and operational direction and objectives of CATH

· Ensure the management and administration of the finance function adheres to legislative and regulatory requirements.
· Working with the Board and Senior Management Team, contribute to the development of the Charity’s Strategic Plan and financial strategy.
2. To develop, contribute to and oversee the efficient and effective operation of day-to-day finance operations, procedures and record keeping.
· With support from the Finance Team, ensure the appropriate and timely processing to the nominal, purchase and sales ledgers

· Ensure accurate financial records and processing in accordance with CATH Financial Procedures and that monthly reconciliation of all accounts is undertaken.

· Ensure financial operations and systems are efficient and ensure continuous improvement 
· Prepare yearend information to the required standard ready for yearend accounts and audit
· Provide one-to-one Support & Supervision and ensure continuing professional development of staff through a performance review/ appraisal process and assessment of training needs.
3. To maintain policies and procedures to ensure that the financial management and corporate services work of the Charity complies with the Charities internal policies, the relevant regulatory bodies (E.g OSCR) and good practice.

· Ensure that CATH has appropriate Financial Policies, procedures and controls and that performance is consistent with these

· Ensure that CATH complies with Financial Regulations and its obligations to complete returns timeously to Scottish Charities Regulator, HM Revenue & Customs and any other relevant statutory body.

· Advise the CEO and Board of any changes to Charity, Tax or related law or practices which may impact of CATH’s financial position.

· Ensure financial records are maintained in accordance with data protection legislation.

4. To ensure effective planning, monitoring and control of CATH’s finances.

· Have overall responsibility for the planning and control of the Charity’s finances.

· Prepare and agree departmental budgets with the Senior Management Team and present the annual budget to the Board for approval.

· Prepare quarterly and/or monthly management accounts and variance analysis, with reports individually tailored for a range of stakeholders 

· Provide financial performance information at appropriate time periods to relevant stakeholders i.e. funders.

5. To plan and ensure appropriate treasury management arrangements are in place to maintain the long-term financial viability of the Charity.

· Manage the Charity’s bank accounts and monitor Cash Flow
· Work closely with Managers to investigate future funding options from Grants and Trusts.
· Contribute financial information to funding bids and tenders ensuring that applications are made on a full cost recovery basis. 
· Liaise with Senior Management to ensure that any grants are drawn down timeously.
6. To provide efficient and effective internal services to assist CATH’s staff team to deliver operations and achieve the Charity’s objectives.

· Provide budget holders with performance and cost information and appropriate systems to manage their budgets effectively 
· Monitor capital Expenditure to ensure that costs are properly controlled and any shortfalls identified in advance.

· Ensure effective communication across CATH staff base in relation to the operations, development and requirements of the Finance function.
7. Other duties in keeping with the role of Finance Manager

· To undertake day-to-day financial processing as part of the Finance Team. 
· Be committed to your professional and personal development to meet the needs of your role 

· To work in an anti-discriminatory and empowering way at all times and contribute to the development of CATH’s Equal Opportunities policy and procedure.

· To promote good communication within CATH.

· To work in a way that promotes personal safety and to be aware of and follow fire procedures and any other health and safety procedures.

· To ensure good personal time management.

· To contribute to providing cover for absent colleagues.

· To carry out, within reason, any other duties necessary to the smooth running of the project or organisation.

The Finance Manager is responsible to the CEO for the performance of their function. This job description is broad-based and is not intended to be an exhaustive list of all possible duties as it is recognised that jobs change over time.
Person Specification 
	
	Essential
	Desirable

	KNOWLEDGE, UNDERSTANDING AND QUALIFICATIONS

	E1
	Qualification in Business/ Accounting
	(
	

	E2
	A working knowledge of Sage 50 Accounting 
	(
	

	E3
	An understanding of the Third Sector financial landscape, including preparing financial records in accordance with the OSCR/Charities SORP as well as commissioning and grants
	(
	

	EXPERIENCE
	
	

	E4
	Demonstrable experience of financial and management accounting experience. 
	(
	

	E5
	Experience in the preparation of financial planning, forecasting and viability analysis
	(
	

	E6 
	Experience of finance policy and procedural development in the delivery of the finance function 
	(
	

	E7
	Experience of producing financial reports for various stakeholders
	(
	

	E8
	Experience of managing staff 
	(
	

	SKILLS & BEHAVIOURS 

	E9
	Ability to prepare accounts in statutory format
	(
	

	E10
	Excellent communication and reporting skills (written, verbal and presentation)
	(
	

	E11
	High standard of IT literacy including Accounting software, MS Office, in particular intermediate Excel skills
	(
	

	E12
	Ability to balance competing priorities and work to tight reporting deadlines
	(
	

	E13
	Ability to be ‘hands on’ in undertaking daily transactions to the nominal, purchase and sales ledgers. Undertaking bank reconciliations and operating petty cash systems as required
	(
	

	E14
	Ability to identify issues at an early stage and highlight potential risk to project leads and convince them to take action
	(
	

	E15
	Able to show personal initiative, flexibility in approach and a ‘can do’ attitude
	(
	

	E16
	Commitment to Continuing Professional Development 
	(
	

	E17
	A willingness to work occasional unsocial hours 
	(
	

	D1
	Qualification with a recognised body (E.g. CCAB) or Qualified By Experience
	
	(

	D2
	Educated to Degree Level 
	
	(

	D3
	Experience in a similar finance role in a Third Sector environment 
	
	(

	D4
	Experience of Fundraising 
	
	(


Additional Information
	Employer:
	The post-holder shall be employed by Churches Action for the Homeless
(A registered charity in Scotland SC021740).

	Location of Work:
	This post will be based at CATH 188 -190 High Street Perth or other sites/services as required by the organisation.

	Responsible To:
	Chief Executive Officer

	Probation:
	This post carries a 6 month probationary period.

	Holidays
	31 days inclusive of all public holidays – After completion of 5 years’ continuous service, annual holiday entitlement will increase to 36 day, inclusive of all public holidays.
Please note that annual leave entitlement stated above are based on you working full-time.  This will be calculated on a pro rata basis for part time staff.

	Pension Scheme:
	CATH operates an Auto-Enrolment Pension Scheme.
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