Role Profile

Job Title: 

Finance Manager
Reports to:  

Chief Executive Officer
Has reporting: 
Account Assistant, external IT contractor
Salary Band:
E (£30,541 - £34,554)
Duration:

Permanent (full-time) 
Location: 

Findhorn
Trees for life - context
The core purpose of Trees for Life (TfL) is to restore the Caledonian Forest and all its constituent species of flora and fauna to the Scottish Highlands.  By engaging volunteers to do this, TfL aims to provide a powerful and educational experience that will promote the work of restoration to wider audiences. Through providing a demonstration of the techniques of ecological restoration, TfL aims to inspire similar projects elsewhere in the UK and around the world.

Overall purpose of the job 
Trees for Life has a compelling and achievable vision, where sound, efficient and effective financial management is essential in ensuring that this vision becomes a reality. The overall purpose of this post is to have responsibility for finances and the financial systems within the charity. 
The key purpose is to develop, implement and constantly refine TfL’s financial management systems to ensure they are effective and fit for purpose as the organisation develops.
Additionally, the post-holder has an important supporting role in ensuring TfL’s projects and programmes are properly budgeted and that all aspects of project funding and associated running costs are included. 
Key liaisons

The key focal points for liaison are: the rest of the Senior Management Team; Board of Directors; all Trees for Life staff; external accountants and auditors, IT contractor, and payroll providers.
Scope, Accountability and Resources
The Finance Manager is the primary person responsible for financial matters within TfL, working across all teams to ensure robust and transparent financial management practices are adopted and adhered to. The Finance Manager is also responsible for reporting on the financial performance of the organisation to the Board of Directors and any relevant sub group.
The Finance Manager manages the Accounts Administrator as well as the organisation’s IT support.
This post has responsibility for the Administration budget (expenditure totalling approximately £125K, excluding staffing costs).
Key Responsibilities

Financial Systems and Budgeting
· Developing, implementing and adapting a financial management system that fulfils the needs of the charity.
· Producing and updating the annual budget for TfL, based on past performance and projected activity.
· Producing an organisational cash flow to allow effective financial planning and use of resources.
Financial Reporting
· Production of Financial reports for the Board and any appropriate sub group.
· Production of monthly management accounts with regular reforecasting of cash flow and the budget.
· Supporting staff in providing financial reports to external funders.
· Specific financial analysis of projects and activities to enable decision making within TfL.
· Providing financial reports for budget holders, and ensuring that budget holders monitor and manage their budgets effectively.

· Working with the auditors to produce the annual accounts for approval by the Board.
Financial Management and Administration
· Overseeing the running of a system for approving and recording day to day expenditure and income.
· Ensuring all transactions are properly coded on the system to allow effective control and reporting.
· Ensuring a purchase order system is established and implemented.
· Ensuring the timely issuing of invoices and payments to reduce cash flow problems.
· Liaison with creditors and chasing debtors.
· Anticipating and managing any cash flow issues.
· Overseeing payment requisitions and authorising payments (within agreed limits).
· Appropriate use of online payment systems.
· Ensuring procedures and systems are being adhered to by budget holders, offering appropriate training and support.
· Overseeing the administration of payroll, providing support to the Office Coordinator.
· Managing budgets within your control, with due regard for efficiency, economy and effectiveness.
Internal Support and Oversight
· Supporting staff in the development of project budgets.
· Ensuring all aspects of the cost of a project are included in its budget.
· Developing a robust and transparent method of calculating the full cost recovery (contribution to running costs) of any project.
· Approve any out-going funding proposals from a financial perspective.
· Undertake financial analysis of any function of the charity to assess its performance.
Administration and IT

· Having oversight and monitoring of all leases and contracts relating to TfL facilities and assets, including the building leases, vehicles, insurance, utilities, and fire protection.
· 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; helping to embed the ethos, values and culture of the organisation.
· Responsibility for ensuring that TfL has efficient and effective IT and internal communications systems with regular auditing of long-term requirements.
· Managing, leading and motivating team members.
· To conduct other work, as necessary and requested by the Chief Executive Officer 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 

The postholder must be highly experienced in financial management, systems and reporting, and be able to manage a committed team effectively, to bring out the best in each person and the team. The postholder should have the following key characteristics:
· A professional with an accountancy qualification (CCAB) or equivalent experience in practice.
· An understanding of the financial frameworks within which a charity operates, preferably with first-hand experience.
Experience
· Use of SAGE or other financial packages and payroll systems.
· Financial management of a small to medium sized organisation, preferably in the third (charity) sector.

· Experience of Gift Aid.
· Experienced in managing and developing staff.
Knowledge & Expertise 
· Knowledge of accounting procedures legislation.
· Knowledge of SORP, charity law and VAT.

· Expertise in developing and implementing financial systems across an organisation.
· Expertise in developing and managing budgets for projects.
Skills & Competencies
· Competent using a range of software, including Microsoft Word, Excel, PowerPoint and accounting software packages.
· Ability to present complex numerical information in an understandable format.
· High level of interpersonal skills is of paramount importance, as are excellent written and verbal communication skills with the ability to produce concise, clear and effective reports.

· Capable of assessing complex issues and developing solutions.
· Identifies gaps in current organisational capabilities and takes action to address these.
· Ability to maintain effective communication throughout the organisation and with external bodies.
· Excellent logistical and planning skills.
Personal Attributes

The postholder will be the financial gatekeeper for the organisation and is expected to be able to build rapport with key members of the team, while having the ability to be firm and decisive in their field of expertise.
Within their team the postholder should be able to foster a culture that encourages and stretches people to achieve high standards.
The postholder is likely to be dynamic and resourceful, able to work flexibly and under own initiative.
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