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JOB DESCRIPTION – CHARITY MANAGER  
Permanent - part-time:  1.5 days per week  
SALARY:  £53,251- £60,750 pro rata, plus contributory pension

BASE – Ideally Central belt. Primarily working from home, with option to use hot desking facilities in ICAS offices in central Edinburgh. The post holder would need to have space to accommodate some filing, a printer and shredder while working from home.
[bookmark: _Hlk12264329]ORGANISATIONAL STRUCTURE
ICAS Cares is a charity which assists past, present and future members of The Institute of Chartered Accountants of Scotland (ICAS) with emotional, practical and financial support in times of need.
This support extends to the dependents and family of ICAS members and to students studying to become members of ICAS.
Assistance from ICAS Cares can take several forms e.g. financial support in the form of grants or advances, advocacy/advisory support, benefits advice and signposting to external support services. The service is confidential.
The responsibility for the delivery of ICAS Cares key service objectives lies with the Board of Trustees led by the Chair, and the day-to-day management of the charity rests with the Chief Executive.
This post oversees the Outreach Coordinator post and reports directly to the Chair or, in their absence, the Vice-Chair.
JOB PURPOSE
[bookmark: _Hlk12264493]The postholder will be responsible for the delivery of a high-quality charity administration and company secretarial service, the provision of detailed financial information to ensure excellent financial and investment management and support good governance.
The postholder will provide a detailed assessment and advisory service to the Board members to assist them in their decision-making process in the awarding of financial assistance or alternative support.
The post holder will also participate and contribute to development of strategy and operational plans for the Charity and ensure the Board is kept abreast of changes in legislation, policy and other drivers of the Charity’s work.
The postholder will be proactive in promoting ICAS Cares services to stakeholders and the opportunity for members to give back through donation.    
JOB SPECIFICATION
· Review and process applications for assistance, establish their eligibility for support from ICAS Cares, assess their needs and service requirements and present them to the Board meetings for decision on grant/advance awards
· Coordinate with the Outreach Coordinator regarding applications or on-going cases which require assessment /action prior to the next Board meeting
· Maintain the accounting records of the organisation, manage the relationship with the Independent Examiner and prepare the year-end information pack for the Independent Examiner
· Manage the relationship with the Investment Manager and arrange for their regular attendance at, and provision of updates to, the Board meetings
· Ensure the timely production of papers, reports and minutes as required
· Provide on-going support to beneficiaries including processing and communicating the quarterly payments and other awards
· Maintain detailed records in respect of all beneficiary contacts and maintain the beneficiary database
· Prepare the Annual Grant Review reporting pack to support the Board’s annual grant award process
· Fulfil all Company Secretary responsibilities including the trustee register and the timely submission of  OSCR annual return and financial statements
· Maintain and update the risk register
· Manage donor relationships and gift aid and income tax repayment claims to HMRC
· Manage the relationship with ICAS Executive team and HR, IT, Finance, Facilities and Communications departments in line with the operational collaboration agreement
· Maintain a close working relationship with the ICAS Foundation charity
· Maintain close relationships with Professional Standards, Learning, and Member teams within ICAS likely to refer applicants 
· Promote ICAS Cares to ICAS members and students through the ICAS Cares webpage and via ICAS communications platforms
· Attend ICAS events to promote ICAS Cares where appropriate
· Maintain and update policies and procedures
· Evidence commitment to continuous professional development.

PERSON SPECIFICATION - Skills and Experience
Essential:
· Excellent interpersonal skills with the ability to influence and communicate at all levels
· The ability to empathise with those requesting assistance
· Excellent organisational and administrative skills
· Hold a recognised accountancy qualification and be proficient in financial accounting and reporting; including external statutory and regulatory reporting
· Excellent verbal and written communication skills
· Experience of the Charity sector
· Good IT skills including excel and cloud accounting software.

Desirable:
· Knowledge of information management and data security
· Experience of stakeholder management
· Knowledge of Xero accounting package
· Some knowledge of the state welfare system, the needs of the elderly, disabled etc
· Knowledge of range of workplace environments of Chartered Accountants 
· Knowledge of the ICAS student education programmes.
 
Personal qualities
· A key requirement is to be self-motivated and able to work independently as well as collaboratively
· A positive, pro-active and flexible approach, especially to working hours as the workload is variable over the year
· Ability to relate to ICAS members/students/staff
· Absolute discretion and ability to maintain confidentiality
· A capacity to organise and be organised
· Accuracy, attention to detail and the ability to work to deadlines
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