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Finance Operations Manager
Hours of work: 	22-26 hours per week over 4 days per week. 



Responsible to: 	Chief Executive Officer

Location: 	Nigel Copping Building, Sanville Gardens, Stanstead Abbotts, SG12 8GA. You may be occasionally required to work off-site. 

Purpose of Job: 	Working with the CEO, Management Team and the Finance Trustee to provide effective financial planning and management of the Charity’s activities.  The role will lead on:
· day-to-day management of financial operations 
· prepare and analyse regular reports including management accounts and information for funding bids
· supporting organisational growth by developing effective ways of working across the organisation

Responsibilities 
Key Duties and Responsibilities
	Finance Administration
	· Ensure invoices are prepared and funder returns are made to receive all monies due, liaising where necessary with project managers, funders and other relevant parties to ensure all relevant information has been supplied in a timely manner. 
· Ensure that all income and expenses are duly authorised, received/paid and properly recorded in a timely manner. 
· Reconcile any receipts and payments made on behalf of clients and ensure these are recorded correctly. 
· Check timesheets for accuracy and ensure payroll information is ready for submission to the provider.
· Assist with related HR matters

	Financial Accounting
	· Ensure Income & Expenditure Statement and monthly balance sheet is available from QuickBooks by confirming that all receipts and payments have been recorded, salary postings have been made and that the bank reconciliation has been completed. 
· Carry out regular reconciliation of bank, cash, investment, payroll and other control accounts, ensure these are properly recorded and authorised by the CEO and ensure all reserves are correctly reconciled and report any anomalies to the CEO.  
· Ensure the correct income has been reported for each project according to the project funding schedules. 
· Review costs posted to each project to ensure that they have been correctly allocated. 
· Post any journals required.
· Produce cash flow forecasting and record actual cash flows and bank balances for review.  

	Financial Reporting
	· Lead the preparation of periodic reports, including monthly management accounts and a brief commentary for the SLT & Board. 
· Be a point of call for the Treasurer. 
· To provide financial information to support funding applications and to contribute to the key task of income generation.

	Financial Management
	· Ensure accurate financial records are kept in line with the financial processes as set out in the financial procedures. Ensure these are adhered to and contribute to their annual review. 
· Take a continuous view of efficiencies and cost saving, reporting regularly to the CEO.
· Ensure that the financial affairs of the charity comply with all legal requirements (ie SORP) and be aware of and apply new legislation as necessary. 
· Maintain the safekeeping and control of the cash and bank transactions ensuring security, loss prevention and optimising cash flow.

	Annual Accounts and Audit
	· Lead the preparation for the annual year-end Audit. 
· Be the primary contact for the organisations accountant and auditors in resolving audit related queries. 

	Annual Budget Preparation
	· Work with CEO and leadership team to prepare annual budgets including salary forecasting, overhead forecasting and project income

	Professional Development
	· Keep up to date with new legislation and changes that have an impact on the organisation’s operations (e.g. salary changes, pay awards, increments, changes in tax, NI and pensions re auto-enrolment).
· Keep up to date with developments in computerised accounting systems and other relevant information technology.
· Attend appropriate training as necessary



Other Duties 
	Other General Duties
	· Engage in regular supervision sessions with line manager

	
	· Attend Community Alliance Team meetings and undertake  identified training and other work appropriate to the post. 

	
	· To work in accordance with Community Alliance policies and practice 

	
	· Carry out duties which are generally compatible with the functions of the post, though not stated, as required from time to time. 

	
	· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.

	
	· Ensure all data protection requirements are adhered to in all work for which the post holder is responsible.





Person Specification 

	
	Essential
	Desirable

	Qualifications & training:
	· A recognised accountancy qualification (AAT/ACA/ACCA/CIMA)
	

	Previous experience:
	· At least 5 years' experience managing accounts, financial control and planning budgets across multiple expenditure lines and cost centres.
· At least 5 years recent experience of producing month-end management accounts and audited year-end financial accounts.
· Sound knowledge of accrual accountancy
· Knowledge on developing and implementing financial procedures
· Change management

	· Charitable accounts experience including use of restricted and unrestricted funds, charity house obligations and submitting financial returns

	Skills:
	· Excellent organisation skills and self-motivation - able to create and follow processes, manage conflicting priorities and meet deadlines with attention to detail.
· Excellent IT and digital skills applied to a finance role, working independently using a range of applications, software and Microsoft office, in particular advanced Excel skills and use of QuickBooks  
· Communication skills –proven ability to present reports verbally and in writing to non-finance staff to explain complex information, gain information to develop budgets and forecasts, write and present reports. 
· Analytical and interpretive skills in financial and non-financial data including a working knowledge of cash flow and budgets related to business planning.
	· Using HR systems

	Personal qualities:
	· Ability to commit to and work within the aims, principles and values of Community Alliance. 
· Willingness to undertake training and expand skills, as required.
· An understanding of equal opportunities and a commitment to all sections of the community 
	· Understanding of the needs of the voluntary and community sector
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