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Job Description

	Job Title
	Finance Manager

	Location
	Glasgow (Govanhill) or Edinburgh (Pennywell) 20% working from home entitlement

	Salary banding
	£31,000-£37,000 (for full time 35 hours per week)

	Pension
	4.5% employer pension contribution

	Annual Leave
	36 days (for full time working)

	Other benefits
	Significant loyalty scheme: 10% reduction in hours after 2 years; 20% reduction in hours after 5 years (ask to see our welfare days policy – no reduction in pay).
Access to Health Assured Employee Assistance Programme

	Contracted hours 
	To be agree with applicant: 21-30 hours per week

	Report to
	Director Responsible for Finance




IntroducING Community Renewal Trust

Community Renewal Trust is a dynamic and innovative organisation at the cutting-edge of work towards ending persistent poverty in Scotland. 

In keeping with our atmosphere of trusting and valuing our staff we offer generous benefits, policies and a flexible approach to working. 

Community Renewal Trust works among deprived communities to develop, deliver and share better approaches to unlocking flourishing lives and flourishing neighbourhoods. These approaches always place people and communities in the lead: listening to them, identifying their strengths, supporting them on their terms, and building their capacity to flourish. 

Community Renewal Trust alleviates poverty by engaging and forming trusting relationships with individuals, whole families and whole communities together then supporting them by combining holistic case management (e.g. around income, work, health, wellness) with community development (e.g. forming new community activities/groups). This work is about testing change which can inform policy, be scaled up or replicated to achieve a much greater impact than our direct delivery alone. 

Community Renewal Trust is a group consisting of Community Renewal Trust (registered as a SCIO) and its subsidiaries including: Caledonia Cremation (registered Caledonia Funeral Aid CIC), Rom Romeha (registered as Roma Life CIC), and Community Renewal Training & Consultancy (registered as a limited company). The group turnover is approximately £2m with around 16 distinct funded charitable projects plus trading and fundraising income. We use Sage 50 accounting software. Example accounts can be found here: https://www.oscr.org.uk/about-charities/search-the-register/charity-details?number=SC043684 



Role summary 

The Finance Manager is responsible for the day-to-day management of finances for Community Renewal Trust and all subsidiaries. The Finance Team is led by the Regional Director who has overall responsibility for Strategic Financial Management.

The Finance Manager is a hands-on role including all aspects of finance (e.g. strategic work alongside bookkeeping and making payments), with pro-rata support from a Finance Assistant/Administrator and temporary support from a part-time accountant to aid transition.

The Finance Manager will also be responsible for some supplier management and may be asked to line manage Finance Assistant/Administrator(s).


objectives and COmpetencies
Applicants for this role will be expected to understand and accept the role’s objectives and be able to evidence the extent to which they meet the competencies set out below. Post holders will be expected to meet all the objectives set out below and be able to evidence the extent to which they meet the competencies.

Ability against individual competencies are measured at the following levels: Developing, Competent, Broadening, and Advanced. The post holder must evidence working at a Competent level in all (or almost all) listed Competencies and working at Broadening/Advance level for most listed Competencies.

Leadership 
Objectives:
· Demonstrate leadership at all times and continuously improve approach to leadership.
[bookmark: _Hlk81406822]Competencies:
· Engages others effectively to build on their assets and insights.
· Responds creatively and positively to challenge and adversity.
· Self aware, recognises impact on others and creates a positive environment.


Accounting requirements
Objectives:
· Maintain and update Sage Accounts in a timely and accurate manner
· Ensure accurate allocation and payment of invoices 
· Raise invoices as required
· Manage process of reconciling Sage Accounts with bank statements
· Undertake month end review of trail balance
· Prepare finance reports for funders as required
· Prepare draft Management Accounts for Regional Director and collaborate on final preparation. 
· Undertake ad-hoc financial forecasting and accounting for Senior Management Team and Board
· Lead preparation of records for annual audit of accounts by external auditor 
· Maintain good working relationship with Regional Director, Treasurer(s) and all internal/external accountants
· Ensure accounts and related paperwork is submitted to HMRC, OSCR, CIC Regulator and Companies House (as relevant)
· Act as a competent bank signatory following our Financial Controls Policy
· Manage Debtor and Creditor control
· Undertake payroll, pension and PAYE duties monthly
· Manage staff expenses and petty cash monthly
· Manage payment platforms for trading and fundraising income (e.g. Stripe, Paypal, Just Giving etc)
· Manage annual Gift Aid Claims
· Collaborate with Regional Director to improving finance systems, practices and competencies across the team. 
· Collaborate with Regional Director to ensure timely strategic decisions can be made based on accurate accounting and forecasting. 
Competencies:
· Accurate, timely and systematic approach within all aspects of the finance function.
· Able to deal with complex project accounting to best support the organisation.

Other requirements
Objectives:
· Carry out other duties as reasonably requested.
· Line management of junior staff where formally agreed with Regional Director.
· Supplier management as agreed with Regional Director (e.g  phones, insurance and utilities)
[bookmark: _Hlk81406972]Competencies:
· Self-confidence, and able to display an optimistic outlook whilst remaining results orientated, flexible, adaptable, with a ‘can do’ attitude
· Motivated, reliable, responsible and able to work under pressure and to tight deadlines. 

Personal and Professional Development
Demonstrating a track record of continuous learning and personal/professional development is a requirement of this role and evidencing that this is being actively progressed must be evidenced at every appraisal. The post holder has responsibility to actively participate in sessions organised by the organisation including training in compliance/regulatory processes and meetings in which learning and improvement is discussed for the purposes of quality management. The post holder is responsible for collecting feedback from people they support both to demonstrate their own strengths and to understand how to improve what they do. This evidence of both types of feedback about their work is required for every appraisal.




Role requirements/person specification
	Essential Expertise 
	· Evidence of expertise using accounting and payroll software. 
· Evidence of expertise in project accounting.
· Evidence of expertise using Microsoft Office Software including Excel. 
· Evidence of expertise in numeracy and communicating finances skills.
· Evidence of expertise multi-tasking and managing tight deadlines.
· Evidence of knowledge of charity financial accounting requirements. 
· 

	Desirable expertise 
	· Evidence of expertise using Sage 50 and Sage Payroll software.
· Evidence of expertise performing complex project accounting for a charity handling restricted funding. 
· Evidence of expertise in line management 

	Essential Qualifications 
	· None

	Desirable Qualifications 
	· Various qualifications relating to accounting and finance acceptable (NB: accounting degree not necessary if sufficient experience evidenced)
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