	Job description 
	Finance Manager

	Grade 
	LG spinal point 29-31

	Responsible to 
	Chief Executive

	Responsible for 
	Finance Workers and finance volunteers

	Hours of work
	14 per week 

	Length of contract 
	permanent


Overview of Role:

· To take the lead in managing and controlling all aspects of the organisation’s finances

· To oversee all aspects of financial management of the organisation’s and client’s monies  

· To manage the finance team 

Responsibilities:
· To ensure all aspects of the organisation’s monies (No.1 account) and clients monies (Client account) are operating efficiently, such as invoicing, credit control, cash flow, investments, bill payment, petty cash, QuickBooks transactions, credit card use, cash requirements etc
· To provide analysis of the organisation’s finances to the CE, Trustees and finance sub group

· To liaise with the Treasurer and attend finance sub group meetings

· To contribute to budget setting for the organisation overall, individual projects and prospective bids 

· To be actively involved in developing the business plan/budget and other strategic aims
· To assist with financial information for funding applications, produce regular finance reports including forecasting of year results and cashflow, for managers and Trustees.

· To prepare and monitor budgets for a variety of funding streams and individual projects
· To participate in meetings with other managers as necessary to ensure a knowledge of current situations 

· To liaise with managers over funders reports

· To manage the organisation’s bank accounts and other investments and ensure records are maintained – allowing a check on transactions. The role requires the FM not to be a signatory on any bank accounts
· To manage payroll and pension processes, and ensure adequate insurance cover for the organisation and its activities
· To supervise all finance staff/volunteers and be proactive in shaping and maintaining a highly motivated and capable team
· To supervise finance work and liaise with manager on client issues arising from supervision 

· To assist in recruitment and be responsible for the induction training for new team workers.

· To ensure compliance with Health and Safety procedures and ensure procedures to minimise risk are followed

· To liaise with the auditor and assist with preparation of the annual accounts and ensure copies are sent to relevant bodies

· To maintain an asset register and monitor purchase and write off of equipment

· To ensure the organisation is compliant with FCA regulations
· To prepare annual returns to Companies House and the Charities Commission 
· To ensure full and accurate and up to date records are kept 

· To troubleshoot accounting problems – technical and procedural 
· To carry out appropriate administrative tasks in support of your own work and that of the team, as required
· To ensure archived records are kept as required 

· To carry out any other reasonable duties as assigned from time to time

(Tasks listed above may be added to where necessary in order to meet the purpose of the job)

Duties and responsibilities (applicable to all members of staff)
As part of the Money Advice Plus team to: 

· Ensure the practical application of Money Advice Plus Equal Opportunities Policy

· Take care of their own health and safety at work and that of other employees, and to co-operate with their employer in complying with statutory duties.

· Work as part of the entire Money Advice Plus team

· Take an active part in regular team meetings and be involved in development of the service.  This may include, for example, taking on special responsibilities within Money Advice Plus.

· Work within a confidential environment and adhere strictly to Money Advice Plus confidentiality policy

· Follow Money Advice Plus policies and procedures as contained in the staff manual 

· Cover other members of staff during sickness, holidays etc and participate in rotas

· Work with volunteers.

· Assist with collecting statistical data.

· Attend meetings 
· Promote the Service, its aims and objectives as required.
· Prepare work in advance as far as is possible, and to leave clear instructions with your line manager for outstanding work when taking planned leave

· Co-operate with other members of staff and be actively involved in the development of good working practices 

· To contribute to the overall success of the organisation within its aims and objectives

· Develop skills in assessing the needs of particular client groups

· Structure and monitor time adequately to manage the workload and other specific tasks
As part of personal development to: 

· Undertake training covering all aspects of the work.

· Read information and relevant material

May 2019
