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JOB DESCRIPTION- FINANCE MANAGER

	Job Title
	Finance Manager (Part-time)

	Working Hours
	21 hours per week (full-time: 35 hours per week)

	Responsible to
	Chief Executive Officer (CEO)

	Location
	Edinburgh 

	Salary
	Grade D (£34,235 - £38,259 full time) (£ 20,540 - £22,955 pro rata)

	Contract
	Permanent

	
	



PURPOSE OF THE ROLE
The Finance Manager is a member of the Senior Leadership Team (SLT) and independently manages The Welcoming Association’s day-to-day finance function as the organisation’s sole finance specialist. The role provides timely, reliable financial information, maintains effective financial controls, and contributes financial expertise to strategic and operational decision-making by the SLT, CEO, and Board.

Reporting to the CEO, the postholder works closely with the Treasurer, budget holders and external advisers. 

MAIN RESPONSIBILITIES
Financial management and reporting
· Maintain accurate accounting records in Xero; oversee transaction coding, invoices, payments, bank reconciliations, key balance-sheet reconciliations and the monthly close.
· Prepare monthly management accounts for the CEO, including budget variances, cash position, significant risks and recommended action; prepare quarterly financial reports for the Board.
· Lead the annual organisational budget with the CEO and budget holders; maintain regular forecasts and monitor cash flow, identifying pressures early.
· Explain financial information clearly to the CEO, Treasurer, Board, managers and budget holders.

Funding and project finance
· Track restricted and unrestricted funds, project budgets and funding conditions; identify overspends, underspends and risks promptly.
· Prepare funder claims and financial reports that reconcile to the accounting records and meet funder deadlines.
· Develop fully costed budgets for funding applications with the CEO and project leads.



Payroll and pensions
· Coordinate accurate, timely monthly payroll, including authorised changes, and liaise with SCVO (Scottish Voluntary Organisations Council) and the payroll and pension providers.
· Check payroll outputs, post and reconcile payroll journals, and ensure HMRC and pension obligations are met on time.

Year-end, audit and financial controls
· Prepare a complete, reconciled year-end file, including supporting schedules and information needed for the statutory accounts.
· Proactively agree and manage the accounts and audit timetable, respond to queries promptly and provide accurate information early to the external accountant and auditor. Statutory accounts may continue to be prepared externally where appropriate.
· Maintain documented finance procedures and a clear audit trail, including delegated authority, separation of duties and independent approval of transactions.
· Monitor compliance and controls, implement agreed audit recommendations, and promptly escalate significant financial, control or compliance risks to the CEO and, where appropriate, directly to the Treasurer.

WORKING RELATIONSHIPS
The Finance Manager reports to the CEO and has appropriate direct access to the Treasurer on significant audit, control or financial-risk matters, while keeping the CEO informed. The postholder works with trustees, managers, staff, funders, external accountants and auditors, payroll and pension providers.
GENERAL RESPONSIBILITIES
· Plan and document work so the finance function remains resilient during absence or staff changes.
· Maintain accuracy, integrity and confidentiality; meet financial, payroll, funder and statutory deadlines.
· Work in accordance with The Welcoming Association’s values, policies and procedures; promote equality, diversity and inclusion.
· Take part in supervision, training and organisational planning, and undertake other reasonable duties consistent with the role.
SUPERVISION AND REVIEW
The CEO will provide regular supervision and support. This job description may be reviewed in consultation with the postholder as organisational needs change.


PERSON SPECIFICATION - FINANCE MANAGER
	Essential
	Desirable

	Qualifications and knowledge
· AAT Level 4, part-qualified accountant, or equivalent demonstrable financial management experience. (A)
· Working knowledge of charity accounting and the Charities SORP. (A/I)
	Direct experience contributing to charity statutory accounts; a recognised professional accounting qualification.





	Experience
· Substantial experience independently managing a finance function, preparing monthly management accounts, annual budgets and forecasts, and explaining variances. (A/I)
· Experience of month-end and balance-sheet reconciliations, payroll and pensions, and financial controls. (A/I)
· Experience preparing or materially contributing to statutory annual accounts or year-end financial statements, including reconciled schedules and liaison with external accountants or auditors. (A/I)
	Experience in a charity or voluntary organisation; restricted funds and funder claims; funding application budgets; Xero.












	Skills and approach
· Strong Excel and accounting-system skills; accurate analysis and clear communication with non-finance colleagues and trustees. (A/I)
· Ability to prioritise competing deadlines, document procedures, work independently, manage staff and escalate risks appropriately. Integrity, confidentiality and commitment to equality and The Welcoming Association’s purpose. (A/I)
	Experience improving finance processes and supporting organisational cash-flow planning.
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