TREES FOR LIFE

BUSINESS MANAGER

Reports to:  

Executive Director

Line Manager for: 
Book-keeper

Administrator

Assistant Administrator

IT consultant 

Key liaison with:
Senior Management Team; Board of Directors; all Trees For Life staff.

Job purpose:
To have overall responsibility for the business, finance, human resources, health and safety, administrative and information technology aspects of the charity. To maintain financial and management accounting systems and internal control systems that will provide effective and economic operation and financial management of Trees for Life. Provide financial management expertise and advice on specific project developments within Trees For Life.

Responsibilities

· Be responsible for the accounting function: oversee the running of a system for approving and recording day to day expenditure and income; produce a monthly report of income and expenditure to date against budget, with quarterly adjusted reforecasts; produce the annual accounts for approval by the Board;

· Produce and monitor TFL’s annual budget and corporate plan;

· Be responsible for all personnel matters, including recruitment, pay and grading, pensions, personnel policies, training and development and the staff handbook;

· Be responsible for the audit function.  Ensure internal control systems are in place and are monitored.  Arrange training for staff as appropriate in implementation of control systems;

· Have oversight and monitoring of all leases and contracts relating to Trees For Life facilities and assets, including the building leases, cleaning contracts, vehicles, insurance, utilities, renewables infrastructure and management, security, fire protection, pest control, refuse collection, accommodation maintenance and care;

· Be  responsible for accommodation and all other office services, including identifying innovative solutions to space issues, office design, social areas, and storage;

· Be responsible for ensuring TFL have an efficient and effective IT system;

· Be responsible for ensuring arrangements are in place for the provision of legal, accounting, audit, IT, and personnel advice as required;

· Be responsible for administrative support arrangements within TFL, including organisation of meetings, including the AGM and Board meetings;

· As a member of the senior management team, take joint responsibility for the development and implementation of the Operational Plan, effective management of the organisation through the development and promulgation of corporate policies and procedures; help to embed the ethos, values and culture of the organisation;

· Identify and implement cost-saving opportunities for leases and contracts.

· Establish and implement an ethical procurement policy for Trees for Life.

· Have overall responsibility for health and safety of staff, volunteers and visitors, and be the principal liaison and contact for our external consultants on Health and Safety, with responsibility for implementing their advice and recommendations to comply with all relevant legislation;

· Have responsibility for staff management, including monitoring staff welfare at work, e.g. through the annual Work Environment Review programme, overseeing the implementation of the PDR process, updating the staff handbook and other information to staff members;

· Be responsible for Payroll in order to ensure that budgets, treasury management and other aspects of financial administration take appropriate account of payroll and staffing levels, both actual and projected;

· Be the principal liaison and contact for our external consultants on Human Resources, with responsibility for implementing their advice and recommendations and adherence to employment law;

· Manage leave, absence, disciplinary procedures, grievances, sickness etc. across the organisation;

· Manage, lead and motivate your team members;
· Manage budgets within your control with due regard for efficiency, economy and effectiveness; and,

· To conduct other work, as necessary and requested by the Executive Director and board of directors.  All post holders are required to be flexible with regards to their job description so that the organisation can adapt to new opportunities and priorities over time.

Person Specification - Knowledge, experience and training

ESSENTIAL

· Experience in financial or people management of an organisation, preferably in the third(charity) sector;

· A good appreciation of work in the third(charity) sector, and show awareness of the pressures and constraints on public bodies;

· An understanding of the financial and constitutional frameworks within which a charity operates, preferably with first-hand experience;

· A good understanding of the nature conservation sector, and the importance and practical implications of working in partnership;

· Capable of assessing complex issues and developing solutions;

· The initiative, vision and drive to develop the job and the work of the team managed by the Business Manager, alongside the evolution of the charity, and to make a positive contribution to creating the culture and reputation of the whole organisation;

· A professional accountancy qualification (CCAB);

· Knowledge and experience of payroll systems;

· Professional approach to HR, with the ability to deliver high employee satisfaction, appropriate development and reward for individuals; and,

· Contract management skills and experience.

Competencies

Judgement and Initiative

· The role requires the exercise of constant judgement and strategic thinking to solve problems within broad charity frameworks;

· The post holder has the authority to work autonomously and establishes the plan and steps needed to achieve strategic objectives; and,

· Considers and balances various external influences and needs of different stakeholder groups to make decisions of benefit to our aims and vision.

Decision Making and Personal Impact

· Decisions and actions have a potentially long-term effect on the financial viability of charity; and,

· Decisions may relate, for example, to the development of assigned resources within broad objectives and accountability for the outcome, or involve reviewing and proposing strategic changes.  Financial forecasting and making recommendations based on those forecasts.

Communication and Relationship Management

· The work involves maintaining effective communication throughout the organisation and with external bodies;

· Influences external perceptions of TFL by projecting positive image of organisation;

· Takes account of cultural sensitivities within communication strategies; and,

· Is able to conduct major business negotiations which have significant organisational impact with long term implications for the charity.

Planning and Achieving Results

· Anticipates resource requirements to deliver on strategic aims and creates a resource plan to support this;

· Aligns activity to achievement of organisational strategic aims and objectives;

· Agrees the Operational Plan in conjunction with other Senior Managers to meet strategic requirements;

· Promotes understanding of the Operational Plan and how all staff contribute to achieving its aims; and,

· Is aware of strategies driving the organisation, keeps up to date with changes and adapts Operational Plans accordingly.

Customer Focus & Partnership Working

· Prioritises customer relations and stays in touch with customers’ experiences;

· Recognises which key partners we should aim to work with to deliver key strategic aims, initiating and cultivating partnership working with them;

People Leadership

· Creates a culture that encourages and stretches people to achieve high standards;

· Drives hard on the right issues;

· Clearly understands the capability and skills required to deliver future requirements; and,

· Identifies gaps in current organisational capabilities and takes action to address these.
