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JOB DESCRIPTION
FINANCE MANAGER (MATERNITY COVER)
DATE AMENDED
March 2016
AUTHORISED


DATE FOR REVIEW
 February 2017
Title


-
Finance Manager
Contracted Hours
-
35 hrs per week 

Responsible To

-
Finance Director
Line Management Responsibility:
· Assistant Finance Manager

· Finance Officer 
· Senior Trust Finance Assistant
· Trust Finance Assistant
· Trading Finance Assistant

Overall Objectives:

· To maintain accurate financial records for all aspects of Julia’s House Limited (“the Charity”) and Julia’s House Trading Limited (“the Trading Company”).

· To manage and produce accurate supplementary monthly Management accounts and Payroll analysis, differentiating between Dorset and Wiltshire where appropriate.

· To assist in the Audit preparation including the production of Statutory accounts.

· To assist in the annual budget for the Charity and Trading Company, producing phased budgets for individual departments as well as compiling forecasts throughout the year.

· To manage a full service payroll system for all staff of the Charity and Trading Company. 

· Managing all Julia’s House pension schemes as well as the workplace pension scheme as directed under Auto Enrolment legislation.

· To prepare for submission quarterly consolidated VAT returns on a partial exemption basis. 

· To manage the “Retail Gift Aid” process and accounting in both the Charity and Trading Company. 

· To submit regular and accurate Retail and Fundraising Gift Aid claims online to HMRC.

· To process all Lottery transactions and report specifically on the monthly results against the budget and the forecast. 

· To manage “restricted” funds and ensure all relevant income and expenditure is captured correctly. 

· To manage the accurate processing of all shop income and expenditure. 
· To manage the Purchase Ledger ensuring payments are made to suppliers within their terms of credit.
· To manager the Sales Ledger ensuring receipts are received within our specified terms.

· To manage the balance sheet by overseeing regular balance sheet reconciliations and month end routines.
· To ensure a detailed, accurate and up-to-date Fixed Asset Register is maintained for both the Charity and Trading Company.

· To maintain clear procedural notes and ensure these are reviewed and updated regularly, creating new processes and controls as required. 

· To internally audit both Retail and Fundraising Gift Aid on a quarterly basis.

· To internally audit any other area of the accounts as instructed by the Finance Director. 
· To manage the Finance team effectively ensuring regular 1-2-1 meetings are held and documented along with annual appraisals for all team members.

· To provide assistance to the Finance Director on a daily basis and provide cover for all key responsibilities of the Finance Director in their absence.

	Nominal

	Review the nominal to ensure transactions are being accurately recorded in the Charity and Trading Company.
Manage prompt and accurate processing of all income and expenditure, ensuring all income reconciles to Donor Strategy data where applicable. 
Ensure all nominal reconciliations are completed on a monthly basis.

Ensure transactions accurately differentiate between Dorset and Wiltshire. 

Provide financial information to assist with fundraising applications as required.

Complete National Statistics surveys as required.


	Reports


	To manage and produce supplementary monthly Management Accounts and Payroll analysis, including;

Shop income analysis for the Retail Manager and Development Director, including specifically eBay as an separate activity.

Detailed transaction reports for; overhead expenditure/ Trustees costs/ intercompany/ legal and professional fees/ legacies/ events/ Care (Support) and Restricted Funds.

Lottery expenditure and performance reports for the Individual Giving Manager. 

Ad-hoc reports collating data for the Finance Director.
Additional financial reports/analysis may need to be produced for the external auditors or for preparation of the Statutory accounts.
 

	Budgets and forecasts


	Assist in the production of the annual budget for the Charity and Trading Company.

Aid the Individual Giving team in compiling annual budgets and forecasts for the Lottery. 

Produce individual phased budgets for all departments, differentiating between Dorset and Wiltshire where applicable.

Assist in the reforecasting of the budget under the Finance
 Director’s instruction. 

Ensure both the payroll budget and forecasts are accurately represented by employee for each department and cost centre in the payroll analysis workbook. 


	Payroll


	To manage the monthly payroll process, including; 

Checking all timesheets and expense/mileage claims look reasonable and have been authorized by an appropriate staff member.

Record all employee sickness in Sage payroll and process any Statutory Sick Pay due to be paid in line with HMRC guidance and Julia’s House policy. 

Similarly, record any maternity leave and ensure Statutory Maternity Pay is being given in line with HMRC guidance as well as Julia’s House policy. 

Process any payroll changes including updating employee details, implementing changes notified by HMRC as well as handling any amendments to employment contracts. 

Administer all employee deductions such as GAYE, childcare vouchers, CSA contributions, attachments of earnings and Cycle to Work schemes, including processing any relevant payments.  

Compile the relevant journals to import the payroll information into Sage Accounts including any transfers between departments and cost centres. 

Produce the net payment to all employees and process this through the online banking facility ensuring all relevant authorisation is obtained. 

Distribute all pay slips, P45s and any additional personnel information as required by the Chief Executive and HR Director.

Process monthly P32 returns and ensure the liability is settled within the due period. 

Submit Full Payment and Employer Payment Submissions to HMRC before the processing date. 

Analyze all monthly payroll costs by employee for each department and cost centre ensuring this reconciles to the nominal ledger. 

Complete any other payroll analysis as required for management accounts or internal reporting purposes. 

Reconcile the monthly payroll reports from Sage Payroll to the nominal ledger in Sage Accounts for both the Charity and the Trading Company. 

Complete the payroll year end in line with HMRC guidance and provide P60 forms to all employees. 


	Pensions


	Administer the four Julia’s House pension schemes on an ongoing basis. 
Analyse all employee and employer pension contributions as well as pensionable pay in respect of all four pension schemes, ensuring this reconciles to the Sage Payroll reports. 

Ensure NHS pension contributions for both the employee and employer are up to date with NHS guidance. 

Specifically in relation to the Auto Enrolment workplace pension scheme;

· Ensure all employees are assessed each month.
· Auto enroll any employees who meet the Pension Regulator criteria taking into consideration any spikes in pay.
· Set up any new members on the Aegon Smartpay system.
· Join any employees who request to be part of the workplace pension scheme in line with Julia’s House policy.
· Compile and issue relevant communication under the Pension Regulator guidance within the time frame specified and ensure this is recorded in the HR system.

Maintain registration with the Pension Regular and submit pension information as requested. 

Ensure all pension liabilities are paid to the relevant providers within the agreed terms, including any back dated payments for members of the workplace pension scheme. 

Liaise with our pension advisors as and when required, informing them on a monthly basis of any joiners/employees who are seeking expert pension advice. 


	HR


	Support the HR department in respect of the annual pay review, Death in Service and Croner payroll updates.

Communicate regularly with HR to ensure all payroll changes and updates are processed in both the HR and Payroll stand-alone systems.  


	VAT 


	Ensure both input and output VAT has been correctly captured in the nominal ledger in light of the tax codes established in Sage.

Prepare the quarterly VAT return for the group under the partial exemption scheme, including;

· Apportioning business and non-business expenditure based on taxable and exempt supplies to total income.
· Segregating input tax which is solely attributable to non-business activities, being wholly irrecoverable.
· Output tax has been recognized on the sale of any bought in goods in the Trading Company.
Ensure submissions are made online to HMRC before the filing deadline and any payments processed as required. 

Provide suppliers with VAT exemption certificates where applicable to avoid incurring any unnecessary input VAT. 

Ensure all VAT reports, workings and documentation is retained in a comprehensive filing system.


	Retail and Fundraising Gift Aid
	Manage the Retail Gift Aid scheme, including;

Checking and filing the yellow Gift Aid forms, ensuring they reconcile to the Gift Aid sales recorded on the weekly shop takings sheet.

Reconciling the shop takings sheets to Gift Aid sales recorded on E-Productive for each shop each week. 

Updating E-Productive for any changes notified by Gift Aid donors. 

Overseeing the production and issuing of Gift Aid sales notification letters to Gift Aid donors each month. 

Transferring all Gift Aid sales from the Trading Company to the Charity each month.

Ensuring VAT is correctly accounted for on the commission income. 
Submitting Retail Gift Aid claims online through E-Productive on a monthly basis. 

Submitting regular Fundraising Gift Aid claims online to HMRC as directed by the Individual Giving team, checking Gift Aid declaration forms for individual donations over £500 in value. 

Reconciling all Gift Aid receipts to outstanding claims made, investigating any material differences. 

Generally ensuring that;

Valid declaration forms have been obtained for all Gift Aid donors.

The wording on the current Gift Aid declaration forms is compliant with HMRC.

All declaration forms and other Gift Aid documentation is retained by each department in a comprehensive filing system.


	Lottery

	Process all Lottery transactions each month through the relevant nominal ledger accounts in Sage. 

Reconcile the nominal ledger to all LFS weekly reports including advance payments, banking summaries and lottery income. 

Analyse of all Lottery expenditure and VAT adjustments.

Produce monthly management accounts analysing actual results against the budget and forecast for the month as well as the year to date for both counties as well as consolidated. 
Assisting with the registration and ongoing compliance with the Gambling Commission.  


	Restricted Funds


	Identify “restricted” income and expenditure through the review of the nominal ledger, Donor Strategy and correspondence from donors/grantors. 
Maintain a detailed Restricted Funds schedule showing income and expenditure by fund with all corresponding paper work copied on file. 

Hold regular meetings with relevant staff members to ensure Restricted Funds are spent according to the donors’ wishes and within a timely manner. 


	Retail 


	Manage the accurate processing of all shop income and expenditure, including;

· Recording shop sales by category.
· Recognising the sale of bought in goods subject to VAT.
· Reconciling daily cash and credit card sales to actual bank receipts.
· Analysing paid out expenses (including VAT). 
· Monitoring of any “unders and overs” variances against the till reports.

Ensuring that any donations paid into the shops are transferred and recognized in the Charity. 
Process all transactions relating to eBay activities ensuring these reconcile to PayPal, eBay and Hermes. 
Reconcile Christmas sales to receipts in the bank, on Secure Trading as well as through PayPal.

Monitor and process the stock of bought in good across all the shops, releasing the relevant cost to the P&L at the month end. 

Manage and assist in the year end stock take of all donated goods across all the shops and storage facilities, ensuring these assets are included as stock in the statutory accounts.  



	Assets


	Maintain a Fixed Asset Register which contains all capital assets by department and entity. 

Oversee the processing of any additions or disposals each month. 

Perform regular reviews to ensure all assets are still in use and are not subject to any impairment which should be reflected in the Fixed Asset Register. 

Ensure all assets are depreciated monthly in accordance with the Charity or Trading Company’s depreciation policy.


	Accounts Payable


	Oversee the daily operation of  Accounts Payable, including:

Matching purchase invoices to a purchase order or ensuring appropriate authorisation for payment is obtained. 

Reconciling supplier statements to their account in Sage.
Processing BACs or cheque payments to suppliers within their terms of credit. 

Ensuring all purchase invoices and supplier payments are recorded within Sage. 

	Accounts Receivable


	Manage Accounts Receivable, including;

Raising ad hoc sales invoices as required and ensuring payment is then received within the stated time frame.

Compiling the monthly CCG invoice from the care logs provided by the Care Admin team, ensuring these are authorised by a Director of Care before being issued. 


	Procedures and Controls
	Ensure all procedures and controls are documented for both the Charity and Trading Company. 

Review these on a regular basis to ensure they are up to date and still appropriate. 

Develop and design any new processes and controls as required by any new procedures or software introduced. 
Ensure the Financial Controls Policy is up to date and accurate.

Maintain security over the banking facilities including;

· Updating the banks with any changes to the directors of the Charity and Trading Company;

· Ensuring there are sufficient and relevant signatories on each of the bank accounts;

· Liaising with the bank manager as and when required. 



	Internal Auditing


	Complete quarterly internal auditing of Gift Aid income for both Retail and Fundraising income. 

Complete internal audit testing on any other areas as directed by the Finance Director and/or Board of Trustees. 


	Commitment to Julia’s House Team


	Represent positively the work of Julia’s House.

Contribute positively to good teamwork and uphold team values.


	Training and Personal Development


	Keep up to date with current legislation and accounting practice.

Hold and document regular 1-2-1 meetings with all team members to set and review short term objectives as well as review current performance. Resolve any issues raised. 
Conduct annual appraisals of all posts reporting directly to the Finance Manager.

Train, guide and support the Interim Assistant Finance Manager, Finance Officer and Finance Assistants with all aspects of their roles.

Attend training programmes to assist in Personal Development.


	Confidentiality


	Adhere to Data Protection legislation and maintain utmost discretion and confidentiality in all aspects of the role.

Ensure information is only supplied to those with a genuine and legitimate right.



This job description provides the main requirements of the post but is not exclusive.  The Board of Julia’s House Trustees reserves the right, after due consideration, to indicate a requirement to develop the services where appropriate. 

This post will be evaluated and the post holder appraised at regular intervals, when objectives will be set and monitored.
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