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               JOB DESCRIPTION & PERSON SPECIFCATION
Key Information
	
Job Title:              Finance & Office Manager

Closing date:       9am on Monday 20 January 2025

Interviews:           Week of 20 & 27 Jan (may be subject to change)

This is an exciting opportunity to join the team at Shetland Rape Crisis (SRC), based in The Compass Centre in Lerwick. You will play a key role ensuring that we meet our priorities and invest in our people, culture, and systems to support the safe, sustainable, and effective delivery of our services, increasing the positive impact of our work across Shetland as a whole. You will be supported to learn and grow in your own practice and values-base, and robust training and induction will be provided to ensure you are able to carry out the full responsibilities of the role.



Job Overview
	
Reporting to:       Managing Director

Member of:          Senior Management Team (SMT)
                              Managing Director
                              Finance & Office Manager
                              Support & Development Manager

Working hours:   30hr p/w. Open to negotiation but must be able to cover the centre during 
                              business hours & attend board meetings approx. 2hrs p/m outside hours. 

Salary:                  FTE £41,039 (pro-rata). Includes £2,549 Distant Islands Allowance.                     

Location:              Lerwick, Shetland

Annual leave:       FTE 30 days & 12 public holidays / total 294hrs per year (pro-rata)

Pension:               8% employer’s contribution

Restrictions:        Only women need apply under Schedule 9, Part 1 of the Equality Act 2010. 

                              We encourage applications from those with lived experience, but we cannot 
                              consider applications from current service users or ex-service users who are 
                              less than 1 year since leaving service.

Contracted to:     The post is funded until 31 March 2026 by The Scottish Government’s 
                              Delivering Equally Safe Fund & The Shetland Charitable Trust. Contracts are 
                              Re-issued annually upon confirmation of funding. The post-holder will be 
                              responsible, alongside senior management and the Board of Trustees, to 
                              help ensure continued funding thereafter.


Job Purpose
	
You will be responsible for the management and ongoing development of all financial, administrative, and office-based systems necessary to the operation of SRC. You will support the core-functioning of the organisation to ensure that its activities and services continue to be delivered safely, effectively, and to the highest standard of quality.

You will be part of the Senior Management Team and work closely with the Board of Trustees. You will plan your work and objectives to align with SRC’s strategy and values, and all relevant legislative and quality assurance frameworks. 

This includes providing effective financial monitoring and evaluation of funded activities across the service, and producing regular funding reports to the Managing Director, Board of Trustees, and funding partners. You will also look for opportunities for future funding and contribute towards and, where instructed, lead on making funding applications.

You will also be required to work across the different functions of the organisation and to contribute to other collective responsibilities as required.

By ensuring the smooth operation of SRC’s finances, facilities, and assets, you will be an important part of our team, working together towards a Shetland where everyone is equally safe and respected; where women and girls thrive as equal citizens; and where no-one lives with the threat of sexual violence or its impacts. 


Key Delegated Responsibilities
	
1. Financial Leadership & Management

You will lead, manage, develop, and report on all the organisation’s financial activities, ensuring SRC meets its day-to-day financial obligations and that all financial activities effectively contribute towards the organisation’s strategic priorities; are in line with policy and procedure; and comply with all relevant legislative and quality assurance frameworks. 

2. Facilities & Asset Management

You will oversee the management, maintenance, use, and ongoing development of SRC’s office and centre space, ensuring that the environment, facilities, equipment, and assets are appropriately catalogued, properly insured, safely maintained, and effectively used in service of the organisation’s strategic priorities; in line with policy and procedure; and compliant with relevant health and safety legislation and quality assurance standards.

3. Data Protection (GDPR) Management & Compliance

Under instruction from the Managing Director, you will ensure that the organisation continues to work to all relevant data protection and GDPR legislation and quality assurance frameworks. This includes leading on and contributing to the development of related policies, procedures, and approaches that encourage best practice, and ensuring compliance and good record-keeping.

4. Administrative Support & Development

You will manage and develop the organisation’s core administrative systems, ensuring these are safe, efficient, and effective to the needs of the service, as well as compliant with all relevant legislative and quality assurance frameworks. You will also provide direct administrative support to the Board of Trustees, Managing Director, and wider staff team where appropriate.


Financial Leadership & Management	
	
· Ensure all financial activities align with the organisation’s strategic goals and relevant legislative and quality assurance frameworks.

· Ensure strong financial governance and effective financial controls that comply with the organisation’s financial regulations, reserves policy, quality standards, and the continued delivery of safe, effective, and sustainable services.

· Ensure all obligations to HMRC and OSCR are fulfilled.

· Work with the Managing Director and Board of Trustees to assess financial risks and opportunities and ensure the organisation is responsive to challenges.

· Work with the Managing Director and Board of Trustees to ensure the financial sustainability of the organisation through short, medium, and long-term planning.

· Work with the Managing Director and Board of Trustees to identify funding opportunities and prepare budgets for funding applications. Take a lead on applications where appropriate.

· Oversee the production of regular financial statements and reports, ensuring compliance with legislative, regulatory, and accounting standards. This includes regular updates to the Managing Director, the Board of Trustees, funding partners, and other key stakeholders and attendance at monthly Board and Senior Management Team Meetings.

· Manage all aspects of the organisation’s financial activities, ensuring adherence to approvals, timescales, and quality standards. This includes making sure all invoices are paid, income banked, monthly payroll completed, and expenses and subsistence payments made. 

· Prepare the annual accounts, in line with Charities Statement of Recommended Practice, and liaise with the independent examiner throughout the examination process.


Facilities & Asset Management
	
· Manage the organisation’s lease arrangement with its landlord, and other contracts related to its assets and facilities including IT equipment, cleaning services, utilities etc. 

· Ensure that all policies relating to the organisation’s use of its facilities, equipment, and assets are up-to-date and in line with relevant legislative and quality assurance frameworks. 

· Ensure that use of facilities and assets is compliant with health and safety legislation, related policies and procedures are up to date, and these are on SRC’s H&S platform Atlas.

· Ensure all relevant insurances are in place, up-to-date, and appropriate to the organisation’s needs, while looking to make savings or improvements where possible.

· Work with the Senior Management Team to ensure that clear guidance is provided to staff and visitors on the use of SRC’s facilities and assets.

· Coordinate with the landlord and subcontractors to ensure the annual calendar of maintenance and safety checks are completed and recorded in line with legislation.

· Keep and maintain the asset register, key cabinet, and key register.

· Act as a Fire Warden and Designated First Aider for the organisation.

· Regularly inspect facilities and assets and arrange for repairs where necessary.

· Manage utilities, submit meter readings, and work to achieve energy efficiency goals.

· Ensure SRC’s commitments to accessibility and inclusion are prioritised and identify any areas of improvement to increase access to SRC’s facilities and services.

· Identify risks with regards to facilities and assets (e.g. cybersecurity, accessibility, physical security etc) and act where needs are identified.


Data Protection (GDPR) Management & Compliance
	
· Work with the Senior Management Team to ensure that SRC’s Data Protection Handbook, Data Protection Policies, Privacy Notice, Confidentiality Policy and all related procedures are regularly reviewed and clearly communicated in line with best practice, legislation, and quality assurance frameworks.

· Work with the Senior Management Team to ensure all staff and volunteers conduct their work in compliance with the organisation’s Data Protection Handbook and all related policies and procedures, and promptly address where this may not be the case.

· In the absence of the Managing Director or under their instruction, act as Data Controller in line with the duties and responsibilities outlined in SRC’s Data Protection Handbook and associated policies and procedures. This may include handling Subject Access Requests, Data Breaches, and/or Data Protection Impact Assessments (DPIAs).

· Ensure annual registration with the Information Commissioners Office (ICO).

· Process all staff and volunteer data in line with the organisation’s Safe Recruitment Handbook and Data Protection Policies. This includes collecting references, arranging PVGs, collecting emergency contacts, undertaking annual driving licence checks (where relevant), etc. You will process this data using SRC’s HR system Bright HR.


Administrative Support & Development
	
· Manage and develop the organisation’s core administrative systems, ensuring these are safe, effective, and compliant with all relevant legislative and quality assurance frameworks.

· Control and maintain compliance around organisational documents stored on Microsoft SharePoint and other files in line with SRC’s Data Protection Policies & Procedures.

· Produce agendas and take minutes at monthly Staff Team Meeting; share these with the team in a timely manner for agreement; and ensure they are correctly filed on SharePoint. 

· Assist the Managing Director and Chair to produce agendas for monthly Board Meetings.

· Attend and take minutes at monthly Board Meetings where requested; share these with the Trustees in a timely manner; and ensure they are correctly filed on SharePoint.

· During office hours, share responsibility with the team for covering the centre phoneline. With the Senior Management Team, share responsibility for covering the general email address. 

· Assist the Senior Management Team with Waiting List Management, including delivering Waiting List Check-Ins with service users in line with SRC’s Waiting List Procedures,

· Work with the Managing Director and Board of Trustees to oversee the Organisational Policies Scheme of Delegation and keep this up to date. This includes leading on updates to policies in your areas of expertise with support from SRC’s HR consultants Peninsula.

· Work with the staff team to keep the website updated and to a high standard of quality.

· Collate service user feedback and equalities data received and ensure this appropriately recorded and reported regularly to the Senior Management Team and Board of Trustees. 

· Contribute to the ongoing management and development of monitoring and evaluation processes across the organisation and use these to inform service improvement.

· Under instruction from the Managing Director and the Board of Trustees, and with input from SRC’s HR consultants Peninsula, lead on annual updates to staff contracts and ensure that these are issued, signed timeously, and stored appropriately on Bright HR.

· Provide any further administrative support to the wider SRC team deemed necessary, as capacity allows, and under direction of the Managing Director.


Shared Expectations
	
The following are shared standards expected of all staff:

· Collaborate with and support colleagues at all levels within SRC and the wider RCS network.

· Develop, maintain, and influence positive relationships within SRC and the RCS network to build cohesion and ensure good communication throughout.

· Develop, maintain, and influence positive relationships with relevant external stakeholders. 

· Engage in your own continuous professional development and supervision structures.

· Where appropriate and relevant, take part in strategic partnerships, representing and championing the work of the organisation and furthering its strategic priorities.

· Foster a culture of safety, trust, equity, empowerment, and courage, while ensuring quality of financial operations across the service.

· Champion the mission, vision, values, and goals of the SRC in all aspects of your work.
 
· Familiarise yourself with SRC’s Strategic Plan, Mission, Vision and Values; SRC’s Organisational Policies & Procedures; and the RCS National Service Standards.

· Work together with the team to ensure that the development and delivery of SRC’s activities recognises the additional barriers faced by minoritised staff, volunteers, and survivors that result from oppressive and inaccessible systems, and act to address these.

· From time to time, you may be asked to undertake other tasks in line with SRC’s goals.


Person Specification
	Criteria
	
	Essential
	
	Desirable

	Knowledge
	E1


E2

E3


E4

	Good knowledge of IT systems including Microsoft 365 & SharePoint

Good knowledge of QuickBooks

Knowledge of health & safety legislation & frameworks

Knowledge of GDPR/data protection legislation & frameworks
	D1



D2


D3

	Awareness of, & agreement with SRC’s mission, vision, values, & strategic priorities

Awareness of, & agreement with RCS Service Standards

Knowledge of risk assessment processes

	Skills &
Abilities
	E5


E6


E7

E8


E9


E10
	Ability to engage supportively with staff, partners & other stakeholders

Excellent communication skills, both written & oral

Excellent financial skills

Ability to take initiative, prioritise your workload, & meet deadlines

Skilled in use of IT including QuickBooks and Microsoft Office

Ability to remain calm & make decisions in challenging situations
	D4


D5
	Monitoring, data analysis, & evaluation skills

Report &/or application writing skills

	Experience
	E11


E12

E13


E14


E15
	Minimum of two years’ experience in financial management

Experience of managing contracts
 
Experience of managing office &/or administrative systems

Experience producing financial reports & accounts

Experience maintaining professional boundaries
	D6



D7


D8



D9


D10
	Experience of assessing risk and following safeguarding procedures.

Experience responding to distressed callers

Experience of monitoring, evaluation, & quality control processes

Leadership &/or management experience

Data Controller experience

	Qualification
	E16

	Degree or equivalent qualification(s) in relevant area - e.g. business, administration, accountancy, bookkeeping, etc or working towards this or equivalent work experience
	D11

D12
	Degree in relevant area

Other qualifications in relevant areas

	Other


	E17


	Commitment to SRC’s mission, equity, diversity, & anti-discriminatory practice

	D13
	Ability to work flexibly, including outside business hours on occasion 
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