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Job Description
	Job Title:
	Business Manager

	Purpose of Job:
	To ensure the Business, Financial and HR health of the organisation

	Responsible To:
	General Manager

	Responsible For:
	Admin Team (2.4FTE)


Job Scope:
To have responsibility, as part of the Extended Management Team (EMT), for the business, operations, financial, funding, HR and Data protection functions, ensuring consistency of approach throughout the organisation and ensure compliance with legal responsibilities.

Major Tasks:
1. Manage the financial and budgetary function and prepare regular reports for the General Manager and Board.
2. Lead officer in annual audit.

3. Work with the General Manager and Board of Management to develop, implement and update funding strategy for the organisation.
4. Play a key role in the Extended Management Team regarding fund raising initiatives.

5. Ensure that the organisation’s HR policies are developed and implemented in line with current legislation and best practice in liaison with contracted HR Service providers.
6. Responsibility within the organisation for ensuring staff remuneration, tax and pension payments.
7. Ensure that the organisation complies with Data Protection guidelines, legislation and good practice
8. Ensure that systems are in place to provide a high level of administrative support for the organisation.
9. Provide administrative support to the Board of Management and all Board and sub-committee meetings
10. Ensure that WLDAS’ facilities, equipment and infrastructure services are well maintained, efficient, cost effective and follow relevant legislation, policies and procedures 
11. Provide line management, support and development to the Administration Team
Main Job Activities:
1. Manage the financial and budgetary function and prepare regular reports for the General Manager and Board.
· Manage the production of the annual budget for approval by the General Manager, Treasurer and Board.

· Regularly review financial management systems to ensure they are in line with best practice and meet the requirements of the organisation and the Board.

· Prepare and present financial updates as required at Board meetings.

· Oversee preparation of annual accounts and annual report for approval by the Board.

· Monitor core and project budgets and ensure that useful information is provided in appropriate formats, within required time frames and that they meet organisational requirements.
· Monitor bank accounts and cash flow to ensure sufficient funds are available for operational needs and to maximise interest received from funds on fixed term deposit.
2. Work with the General Manager and Board to develop and implement a funding strategy for the organisation.
· Identify potential sources of funds.

· Work with General Manager in the development of a funding strategy.

· Prepare or assist in preparation of funding applications as appropriate.

· Act as liaison person with Funders as required.

· Ensure reporting to funders is timely and relevant.
3. Play a key role in the Extended Management Team for fund raising.

· Identify funding sources.

· Work with colleagues to develop and submit funding applications, taking the lead role as appropriate.

· Provide reports to funders as required including financial breakdowns, service delivery activity and evaluation

4. Ensure that the organisation’s HR policies are developed and implemented in line with current legislation and best practice including data protection.
· Manage the HR function, continually monitoring and improving HR management systems.

· Provide HR support to managers, ensuring consistency of approach throughout the organisation.

· Working with the Extended Management Team, take the lead in the recruitment process.
· Take the lead in HR communications including issuing contracts, processing and submitting PVG and Disclosure forms and any other correspondence as required.

· Ensure the safe storage of staff information and that we operate within Data protection guidelines and legislation
· Record holidays and sickness ensuring that organisational policies are adhered to and highlighting any issues to the General Manager.
· Take the lead in the ongoing review and updating of the Staff Handbook.

· Liaise with external HR advisors to ensure best practice and compliance with all current legislation.
· Ensure that the pension scheme is being managed in line with best practice and staff are kept informed of any changes.
5. Be responsible for staff remuneration, tax and pension payments.
· Oversee preparation and payment of monthly salaries and expenses within appropriate timescales and with approval by the General Manager as required.
· Ensure monthly returns and payments to HMRC.
· Ensure that pension contributions are reported and paid to the relevant pension providers.

6. Ensure that the organisation complies with Data Protection guidelines and legislation and good practice
· Be the named data controller for WLDAS
· To ensure that WLDAS complies with data protection legislation in all aspects of its work and that policies, procedures and training are in place for staff to support compliance

· To work closely with the Extended Management Team to ensure that the storage and use of client data is compliant with GDPR
· Ensure Annual Data Protection Registration Certificate.

· To inform the Board and the General Manager of any changes to legislation or good practice and make as required recommendations for implementing these. 

7. Ensure that systems are in place to provide a high level of administrative support to the organisation.

· Monitor administrative procedures and practices to ensure that they are appropriate and carried out to required standards by all administration staff.

· Develop and implement policies to ensure that staff use best practice, within Data protection guidelines and legislation, when storing information related to staff, clients and the wider WLDAS work.

· Cover absences and holidays as required and assist other members of the admin team as and when necessary.

8. Provide administrative support to the Board of Management and all Board and sub-committee meetings
· Facilitate meetings by setting dates, taking minutes and preparing papers as required.
· Collate and distribute papers within the required timescales.
· Undertake the role and duties of the Company Secretary.
9. Ensure that WLDAS’ facilities, equipment and infrastructure services are well maintained, efficient, cost effective and follow relevant legislation, policies and procedures
· Work with the Health and Safety Officer to ensure that the premises used by the organisation comply with all relevant Health and Safety legislation, and that security systems are maintained and fit for purpose.

· Monitor and review costs and quality of services, liaising with suppliers and ensuring best value.

· Prepare specifications and costs for replacement of furniture, equipment and IT.
· Keep up-to-date with advances in technology and ensure that IT systems are maintained to a high level, with appropriately licensed software and systems to meet the requirements of the organisation.

· Ensure that the network is protected from unauthorised access and virus, and that data is regularly backed up.
· Ensure Annual Cyber Essentials Certificate of Assurance. 
· Ensure that staff are aware of their responsibilities regarding health and safety; office and IT security; equipment and computer operation; and arrange training where required.

10. Provide line management, support and development to the Administration Team
· Undertake full line management responsibilities including monthly supervision and annual appraisal meetings.
· Ensure delegation of suitable tasks.
· Ensure work is of a consistent high standard and that objectives are met.
· Regularly review the Business, Finance and HR capacity and skills requirements, to meet objectives, and assess the developmental needs of staff.
Responsibilities of all West Lothian Drug & Alcohol Service Staff
· Manage and prioritise workload and ensure that deadlines are met.
· Work flexibly and cooperatively with members of West Lothian Drug & Alcohol Service towards aims and objectives agreed by the organisation.
· Maintain positive and constructive working relationships with all colleagues.
· Undertake relevant professional development activities and training as agreed with line manager.
· Undertake other duties relevant to the post and on occasion other wider duties pertinent to WLDAS strategic objectives.
· Maintain confidentiality, as appropriate, with sensitive or privileged information, including day-to-day observance of Data Protection guidelines.
· Adhere to all internal and external WLDAS policies, procedures, systems and guidelines, and contribute constructively, as required, to their ongoing development.
· If necessary, from time to time, work outside normal working hours for which time off in lieu (TOIL) will be given.
· Secure premises, as necessary.
· Have regard for your own personal health and safety and that of those around you.
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