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Job description

This job description describes the practical purpose and main elements of the job.  It is a guide to the nature and main duties of the job as they exist currently, but is not intended as a wholly comprehensive or permanent schedule.
	1. JOB DETAILS

Job title: Head of Finance and IT        Department: Finance
Reports to: Chief Executive                Reporting to job-holder:  Accounts Assistants, Credit

                                                            Controller, Facilities/Health and Safety Manager, IT                                                                                         

                                                            Manager


	2. OVERALL PURPOSE OF THE JOB 
To manage and be responsible for the financial affairs of the organisation.


	3. JOB DIMENSIONS
Structure:








	4. PRINCIPAL ACCOUNTABILITIES 

1.  To produce monthly cost and management accounts and variance analysis for the Chief Executive and the Managing Director.

2.  To prepare the organisation’s annual accounts, consolidating the accounts and liaising with external auditors.

3. To ensure appropriate salary, taxation, life assurance and pension administration arrangements for staff are implemented timely and accurately.

4. To manage the organisation’s investment holdings in conjunction with the stockbrokers appointed by the Board.

5. To ensure that the organisation is sufficiently insured and that valuations are carried out as necessary.
6.  To develop and monitor the workings of the organisation’s financial internal control systems to cover all financial matters and systems.

7. To ensure that the organisation implements all current financial, statutory and charitable regulations.

8. To provide treasury management.

9. To manage the ICT systems of the organisation, ensuring that all ICT projects are completed to time and within budget, and that proper IT protocols are in place.

10. To take responsibility for the organisation’s business continuity plans and processes.

11. To provide assistance in financial matters to colleagues where necessary.

12. To prepare budgets for St Andrew’s First Aid (charity) and St Andrew’s First Aid Training and Supplies Ltd (social enterprise).

13. To supervise and maintain training levels of finance staff.

14. To provide financial reports to the Finance and General Purposes Committee, charity Board and Commercial Board on a regular basis.

15. To provide an HR facility for the Finance department and to liaise with the organisation’s employment law agents where necessary.
16. Facilities management – oversee this for all our offices, including the security of the buildings and fire alarm systems.

17. To act as the organisation’s data protection officer. 
These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may be reasonably expected to undertake.




	5.  JOB CHALLENGES AND PROBLEM SOLVING 
Necessary to improve quality of management information, following installation of new training management system and Corps databases.  

Trying to wear two hats i.e. Head of Finance and Head of IT at the same time can cause conflict with regards to workload and deadlines.  


	6. ADDITIONAL COMMENT 
Every job description in the organisation will be subject to a review either:

· on an annual basis at the time of the annual appraisal meeting, or

· as a result of a change in strategic direction, or

· as a result of a team/ operational requirements, or

· as a result of agreed performance appraisal needs and objectives, or

· within six months of appointment



Managing Director of the social enterprise





Chief Executive





Head of Finance and IT





Facilities/Health and Safety Manager





IT Manager





Credit Controller





Accounts Assistants
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