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F.A.R.E Scotland
Bannatyne House, 
31 Drumlanrig Avenue, 
Glasgow, G34 0JF
Tel no. 0141 771 9151    
Email: info@fare-scotland.org
Website:  www.fare-scotland.org
Position: Finance and Business Manager
Reporting to: CEO
Contractual Status: 35 hours per week

Salary TBC: £35,000-£37,000

Annual leave: 25 days plus 9 public holidays
This role will suit an individual who is not only skilled in financial and business management, skills which could be gained in the voluntary, private or public sectors, but who shares our values and is committed to making social change in Glasgow and Scotland. As we continue to grow, we need someone who can join our management team who will be result driven, with a focus on continuous improvement.
Job Description Key responsibilities: 
· Financial Management 
· Business Development 
· Human Resources and People Management Detailed responsibilities: 
Finance: 
· To oversee and manage the day-to-day running of the finance system. 
· To lead on the production of the organisation’s annual budget and to produce financial reports for the Board of trustees and relevant subgroups, including forecasting and variance analysis. 
· Supervise the preparation of the monthly management and cashflow reports. 
· Producing budgets and other financial materials for funding applications in conjunction with Senior Management Team. 
· Ensure financial controls, systems and finance related processes and procedures are up-to-date, ‘fit for purpose’ and adhered to. 
· Ensure written processes/procedures for all key tasks are accurate and up-to-date. 
· To produce relevant finance reports for funders. 
· To liaise with and support auditors in the production of the annual audit. 
· To oversee and submit VAT returns and the filing of annual accounts. 
· To carry out daily monitoring of bank accounts and to oversee the processing of online payments. 
· To lead on the development and implementation of new financial processes and procedures. 
Business Development and Legal Compliance: 

· To co-ordinate and contribute to FARE Scotland’s business planning process. 
· To work with the CEO and others in the development of new income generation activities. ·
· To oversee the continual development and implementation of relevant management information systems, including FIPS, HARP system and SAGE 50c. 
· To work with the CEO and Senior management team to develop Quality Management Systems. 
· To maintain relationships with auditors, OSCR and HMRC. 
· To supervise the process and maintenance of compliance with Health and Safety regulations and GDPR requirements. 
· To attend and minute take at Board meetings and relevant subgroups and to provide administrative support. 
· To ensure the effective maintenance or all FARE Scotland historical records. 
Human Resources and People management:

· To contribute to the updating of internal human resources policy. 
· To update and maintain staff records and personnel files (salary, holiday entitlement, sick leave, annual leave etc) and to liaising with external bodies in relation to staff salary and pensions. 
· To provide support to all recruitment processes, including right to work status, issuing and updating staff contract, etc. 
· To manage day-to-day running of the Business, Finance, Administration team and office. 
· Manage performance and development, through regular feedback, supervision, supporting and the performance development review process. 
· To develop and maintain effective working relationships across the team, and organisation. ·
· Contribute to a positive working environment in which equality and diversity are valued and staff are enabled to do their best. 
Other duties 
· To ensure compliance with FARE Scotalnd governance procedures, our values, policies, and guidelines. 
· To undertake any other duties as requested by the CEO. 
PERSON SPECIFIATION Essential experience: 
· Significant experience of financial reporting, including budget preparation cashflow reporting, VAT returns, audit process and budget management. 
· At least three years’ experience managing a busy finance and administration department. ·
· Experience of SAGE 50c accounts system. 
· Proven planning and project management experience. 
· A proven track record of success in leading and managing a team of comparable size and complexity, to deliver high quality results to deadlines. 
· Demonstrable experience of applying effective problem-solving techniques when the situation demands. 
· Experience of working collaboratively with a range of key stakeholders, including funders, public bodies and others. 
· Experience of contributing to the development of business plans. 
· Experience of contributing to the development of management information systems. 
· Excellent MS Office 365 suite skills, in particular MS Excel. Essential knowledge and skills: ·
· Significant knowledge of accounting practices and principles. 
· Significant knowledge of VAT for Charities. ·
· Working knowledge of employment policy in relation to human resources. 
· Excellent planning, with finance and budget management skills 
· Excellent mentoring, interpersonal skills with good communication and motivation. 
· Excellent organisation and delegation with good forward planning and strategic thinking. 
· Excellent in problem solving and decision-making skills. 
· Ability to work independently, reacting to changing circumstances, prioritisation, and meeting deadlines. ·
· Excellent attention to detail, accuracy, and literacy skills. 
· Excellent written and verbal communications with negotiation skills. 
· Ability to multitask, to work under pressure and meet deadlines. 
· Demonstrable commitment to collaborative teamwork. 
· Excellent organisational and workload management skills. 
Desirable knowledge and skills: 
· A relevant qualification in business development, finance, or accounting.
· Ability to work effectively both independently and in a team. 

· Share the organisation’s values: compassionate, open, collaborative, innovative and driven.
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