JOB TITLE			Finance Manager 


REPORTING TO	Chief Executive 
MAIN PURPOSE	

To monitor, control and report on the Company’s financial performance.

KEY RESULT AREAS

· To manage YouthLink Scotland’s financial accounting and payroll systems.

· To manage the organisation’s financial and banking control procedures to ensure their efficient and effective application.

· To ensure that the organisation complies with all statutory regulations, in particular, relating to VAT, PAYE and occupational pensions.

· To control all office expenditure and management of internal office procedures 

· To prepare and present management accounts to FAC and Board members.

· To prepare the year-end accounts for audit, ensuring compliance with all statutory requirements.

· To prepare the organisational budget, in consultation with management colleagues, for approval by the Board.

· To ensure the board and its committee structure receive appropriate administrative support.

· To support the organisation to attract new funding to increase and diversify the company’s business income streams.

· To ensure the organisation complies with the requirements of corporate governance and charity law.

· To contribute to the overall strategic and business development of YouthLink Scotland in order to ensure that it remains financially sound by identifying and securing appropriate funding and promoting value for money within the organisation.

PERSON SPECIFICATION
Knowledge & Experience
· Accounting package(s) (Sage preferred)
· Payroll package(s) (Sage Payroll desirable)
· ODBC (Sage preferred not essential)
· Financial control procedures
· VAT (partial exemption knowledge)
· Spreadsheets (Excel)
· Preparation of final accounts for audit (charity SORP preferred)
· Budget preparation and control
· HR practice and employment law
· Experience of line management 

Skills
· Interpersonal and management skills
· Staff management skills
· Written and oral communication skills
· Information management and analytical skills
· Finance and Budget management.
· Exceptional numeracy, literacy, and communication skills. 
· High attention to detail
· Excellent decision-making skills
· Sound Business Acumen

Personal Qualities and Behaviours
· Passionate about young people and youth work. 
· Committed to continuous personal development and to championing the ongoing development of colleagues. 
· Conscientious, resourceful, reliable with high levels of initiative. 
· Ability to delegate effectively and support other managers to be effective in their roles. 
· Ability to inspire, think and act broadly, galvanising collective efforts across multiple departments. 
· Self-aware team player with high levels of emotional intelligence.

Qualifications & Experience

SCQF Level 9, Professional accountancy qualification – CA, ACCA, CIMA, IPFA and/or experience commensurate with above in a commercial, public or third sector organisation 

TERMS AND CONDITIONS

This is a part-time permanent post up to 21 hours per week, hybrid working based at the YouthLink Scotland office at Haymarket, Edinburgh 40% and home working 60%. 

The company offers a 9.5% non-contributory pension scheme.  The post will be part home-based and part-based at the YouthLink Scotland offices in Edinburgh. This is a part-time position working up to 21 hours a week. Starting salary is £41K - £44K (pro rata) dependent on experience.  By its nature, the post will sometimes required to work to be undertaken during evenings and weekends.  Annual holiday entitlement is 25 days plus 12 public holidays (pro rata) YouthLink Scotland is an equal opportunities employer





