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Title of Post:  
        Finance Manager
Employer:
        MECOPP (Minority Ethnic Carers of People Project)

              Work Location:     Blended working, at home and in the Edinburgh office.
Office Location:     MECOPP, 57 Norton Park, Albion Road, Edinburgh, EH7 5QY 
Hours:
         20 hours per week.
Contract:
         24 Months duration. Extension is subject to continuation funding.
Salary Scale:  
         £26,236 – £28,981 pro-rata
Introduction

MECOPP is Scotland’s leading Black and Minority Ethnic (BME) carers’ organisation providing a variety of care and support services to carers from BME and other marginalised communities with one or more protected characteristic across Scotland. Established in 2000, MECOPP has a long and successful track record of working with some of Scotland’s most marginalised communities. Based in Edinburgh, our current portfolio includes our highly successful Gypsy/Traveller carers’ project, the BME carers support services, Self-directed support project and health inequalities project.
Role and Purpose

Our Finance Officer is retiring at the end of March and we are seeking to recruit a Finance Officer with an eye for detail to work independently and flexibly to manage our accounting function. You will provide support and advice to the CEO, Board and Management Team in financial planning, management, and control of funded projects in line with OSCR Charity regulations. You will play a critical role in implementing and maintaining processes to make a real difference to our success and sustainability. This is a position for an accomplished all-rounder. The position encompasses everything from posting invoices to producing Budgets, Management Accounts, liaising with Auditors, and making submissions to OSCR and Companies House.
Key Responsibilities

· Manage the delivery of the accounting and financial functions, ensuring accurate and timely provision of information to the Chief Executive and Board of Directors

· To ensure Management Accounts are produced accurately and timely

· To develop and continuously improve financial management systems, policies, and processes to support the effective delivery of services and the sustainability of the charity

· Budget preparation, planning, forecasting, and monitoring, including preparing budgets for funding applications

· Finance system review and implementation of new systems to support improved efficiency and continuous improvement

· Analysing funding income targets and reporting 

· Managing multi-year and multi funded service P&L’s and reporting.
· Completing finance reports for funding in line with deadlines

· Meeting regularly with the CEO and management team to discuss budgets and financial planning

· Providing back-office services such as accounts payable, collection and payroll

· Monitoring Bank accounts

· Monitoring cash flow

· Code, batch, enter, verify, and reconcile transactions such as accounts payable and receivable, payroll, pensions, purchase orders, cheques, invoices, bank statements

· Manage IMPREST petty cash system 

· Manage the charity’s Pension Scheme

· Identify, monitor, and mitigate financial risks

· Preparing & managing the Year End procedure to ensure annual audited accounts are prepared accurately and timely, liaising with external auditors

· Providing insights on the financial health of the organisation

· Ensuring the charity meets all its statutory and compliance obligations, including statutory accounting and OSCR compliance

· Identifying and implementing cost-reduction opportunities and ways to operate more cost effectively

· Developing relationships with external finance contacts such as auditors, solicitors, funders, and partners

· Supervising staff

· Other reasonable duties according to business need

Management and Accountability
1. To produce regular reports of work for the MECOPP Chief Executive and the MECOPP Board of Directors.

2. To participate in regular support and supervision sessions with the Chief Executive

3. To participate in team meetings and other internal meetings as required.  

4. To attend any training as required.

5. Delivery of all tasks and activities will be commensurate with the number of hours secured for the post. 

Generic Duties

1. To comply with all MECOPP policies and procedures.

2. To participate in MECOPP staff meetings, support and supervision sessions and any other meetings as required.

3. To represent the organisation at all times in a professional manner.

4. To undertake any other activities deemed appropriate and in keeping with the aims of the role.

Conditions of Service:
· Annual holidays – 25 days plus 2 floating days (pro rata) plus statutory public holidays.  
· Pension – The post holder will have the option of joining a group pension scheme based on employer and employee contributions of 6%.
· Union – MECOPP will recognise the appropriate trade union.
· Equal Opportunities – MECOPP is working towards being an equal opportunities employer.
· Travel Expenses – work-related travel expenses, with appropriate receipts, will be reimbursed on a monthly basis.
· Staff Development and Training
Person Specification

	Person Specification
	Essential
	Desirable

	Experience and Qualifications
	
	

	Experience of working independently to successfully manage the finances of an organisation
	*
	

	A relevant professional qualification in finance
	*
	

	A minimum of 5 years’ experience in a financial management role
	
	*

	Experience of managing staff 
	
	*

	Experiencing of processing and managing Payroll
	*
	

	Experience of preparing & managing budgets 
	*
	

	Experience of preparing and presenting management accounts
	*
	

	Experience of developing new financial systems, policies, and processes
	*
	

	Experience of preparing budgets for and reporting to grant & Trust funders
	*
	

	Experience of preparation of charity accounts
	*
	

	Experience of using SAGE accounts package
	*
	

	Proficient in Microsoft applications and willingness to utilise digital systems to continuously improve
	*
	

	Ability to build and manage relationships
	*
	

	Excellent Problem-solving skills
	*
	

	Ability to work in isolation, self-motivate, prioritise workload and take initiative
	*
	

	High levels of accuracy
	*
	

	Active listening, excellent interpersonal and communication skills, including written communications
	*
	

	Ability to work effectively as part of a team
	*
	

	Commitment to equal opportunities and anti-discriminatory practice
	*
	

	Qualifications/certification/membership of a financial body
	
	*

	Full driving licence and use of a car
	
	*


We are committed to inclusion and diversity.  The different skills and experiences that our colleagues from different backgrounds bring to us allow us to make better decisions, consider different views and be an altogether more interesting and cohesive place to work.  We welcome applications from everyone who meets the job specification and shares our values.  All our staff are expected to share these commitments and abide by our policies.
Closing date:  21st  April  2022
Please note that cv’s will not be accepted.
Interview date: TBC

Interviews will take place via Zoom or Microsoft teams (video conferencing software)
For an application pack: please contact info@mecopp.org.uk or see the recruitment page on our website at www.mecopp.org.uk
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