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ST CATHERINE’S HOSPICE

JOB DESCRIPTION


	Job Title:
	Head of Finance

	Directorate:
	Finance & Business

	Location:
	St Catherines Hospice

	Job Summary:


	Support the Director of Finance & Business (DFB) in the delivery of effective finance services

	Position in Organisation
	Responsible to the Director of Finance & Business


	Contact with others

	Internal

Trustees, Chief Executive, Directors, Management Team, all staff and volunteers.

	External

Suppliers, contractors, customers, bank, HMRC, Pensions Agencies and Advisors.


	Subject
	Accountabilities and Tasks

	Finance and Payroll

	Work to deliver the aim and goals of the Hospice (including its subsidiary companies)
Manage the delivery of a finance service that is accurate, effective, consistent and reliable and supports the strategic goals of the organisation.
Ensure that statutory minimum standards including those relating to financial probity are adhered to.  Support inspection processes.
Support the contractual relationships of the hospice as required, e.g. Commissioned services.

Carry out a range of tasks including but not limited to: 
· Managing the payroll service with specific responsibility for ensuring accuracy, making payments and undertaking reconciliations.
· Ensuring the effective, appropriate use of the PS Financials accounting system or such other system as may be in place.
· Overseeing all accounting and bookkeeping functions.

· Ensuring that fraud prevention procedures are in place and the opportunity for financial loss is minimised.

· Managing the hospice’s systems for supporting contractual or funded project service delivery, including submission of invoices, claims and monitoring evidence as required by the funder.

· Dealing with financial queries, investigating discrepancies, identifying and correcting errors

· Managing the processing of payments via BACS to creditors and the collection of income via DDs.
· Calculation and submission of VAT returns.
· Management of the hospice and subsidiary company bank accounts, including updating signatories, undertaking and supervising reconciliation processes.
· Staff management – day to day management responsibility for Senior Finance Officer and Finance Officer, including appraisals and ensuring the effective deployment of resources.
· Use of the Donorflex and EPOS systems for the processing of hospice and trading income and provision of management information.
· Preparation of Management accounts for the Hospice and subsidiary companies (subject to appropriate external support).
· Distribution of management information to budget holders including regular meetings.

· Liaison with Head of Trading, Head of Promotions and Commercial Catering Manager on a regular basis regarding operational activities and financial issues.
· Cash Flow management and reporting including making recommendations for investment of funds for optimal income generation.
· Managing the provision of adequate financial support at Hospice fundraising events, both on and off site.

· Processing of Gift Aid claims in an accurate and timely manner.
· Control of credit card and online payment facilities
· Ongoing development of Hospice systems, including new methods of income collection and creating appropriate management processes
· Documentation and updating of financial procedures 



	Business Services
	Deliver effective, supportive services including:
· Acting as Finance Business Partner to colleagues within the Hospice and its subsidiary companies to provide appropriate information and advice to enable appropriate business decisions
 

	Hospice
	Carry out other duties as required by the Chief Executive

	Personal
	· Commitment to continuous professional development

· Adherence to hospice policies, procedures and codes of conduct

· Support the ethos of St Catherine’s Hospice
· Ensure confidentiality of information at all times

· Lead by example




	Decisions / Recommendations includes:

	Prioritisation of own work load

Responsible for compliance with all financial legislation and regulation including HMRC (including Gift Aid, PAYE, VAT), Companies Act, charity legislation, SORP, and specific requirements governing grant income.
Responsible for problem solving and making ad-hoc accounting decisions.
Support the directorate on day to day administration and processing of income and expenditure.


	Dimensions and limits of authority / influence includes: 

	Work as a member of the Finance & Business Directorate.


	Allocation / checking of work

	Work on own initiative and under the supervision of the Director of Finance & Business.


	Physical effort

	Minimal physical effort and manual handling.
Regular PC work.


	Working conditions / environment

	Office environment
Daily use of VDU and keyboard

Involves confidentiality

	Health & Safety

	Comply with Hospice policies, procedures and protocols 


VOLUNTEERS

The Hospice has the advantage of being supported by a number of volunteers.  If a volunteer is assigned to assist you at any time, you will still retain responsibility for the requirements of this job in terms of accuracy, efficiency and standards of completion.  You will also ensure good communication and be mindful of your responsibility towards that volunteer in terms of Health and Safety.

CONFIDENTIALITY

You should be aware of the confidential nature of the Hospice environment and/or your role.  Any matters of a confidential nature, relating to patients, carers, relatives, staff or volunteers must not be divulged to any unauthorised person.

DATA PROTECTION

You should make yourself aware of the requirements of the Data Protection Act and follow local codes of practice to ensure appropriate action is taken to safeguard confidential information.

Organisational Chart (see below)
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PERSON SPECIFICATION

	ESSENTIAL 
	DESIRABLE 

	Qualifications 

	AAT Level 4 or significant relevant experience in a similar role.
	CCAB qualification or working towards this.

	Relevant Experience/Knowledge

	Having had financial responsibility for payroll and budgets, including end of year processes.

Liaison with external auditors.

Implementing financial controls.

Effective budget / financial management.

Cashflow management.

Line management and motivation of staff.
	Working at a management level within a finance function.

Previous experience in a charity or not-for-profit organisation.
Understanding of charity financial reporting, e.g. SORP.

Experience of management of externally funded projects.

Experience of working with or management of volunteers.



	Key Skills & Abilities 

	Ability to work on own initiative, prioritise work, handle pressure and take day-to-day decisions on the running of financial operations.
Ability to develop, monitor and maintain management information systems and procedures.

Ability to research, analyse and interpret complex information and produce clear verbal and written reports.
Ability to design and implement systems and procedures with appropriate internal controls.

Excellent Microsoft Office skills – in particular an advanced knowledge of Excel.

Experience of working with an accounting system (PS Financials preferred).

Ability to work well within a small team and office environment.

Excellent communication skills, in particular the ability to communicate financial issues to non-finance colleagues.

Ability to understand contractual agreements and ensure that conditions are being met and systems for the collection of monitoring data are in place.

Resilience, ability to work under pressure and keep to deadlines.

Attention to detail as well as the ability to see the big picture.

Flexibility, discretion, integrity and initiative.
	

	Other

Sufficient personal resources to work effectively in a palliative care setting


REVIEW        

	Senior Manager’s name:   Susan Clemson
Date Reviewed:  15th May 2019
	Signature
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