Role Profile

Job Title: 

Business Manager
Reports to:  

Chief Executive Officer
Has reporting: 
Book-keeper, Administrator, Assistant Administrator

Salary Band:
SO2
Duration:

Permanent (full-time) 

Location: 

Based at 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 
To have overall responsibility for the finance, human resources, business, administrative and information technology aspects of the charity. To establish, maintain and develop 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. Input to contractor-led development of new systems and practices in finance (including establishing a pension scheme), human resources, administrative and IT to ensure that these fit well into our culture and ways of working.
Key liaisons

The key focal points for liaison for the Business Manager are: the rest of the Senior Management Team; Board of Directors; all Trees for Life staff; external HR contractors & consultants (eg Peninsula), accountants and auditors.

Scope, Accountability and Resources
· The Business Manager is the internal lead and adviser on all areas relating to Finance, Human Resources and administrative and information technology aspects of the charity.
· Responsibility for leading the Finance and Administration Team.

· Accountable to the Chief Executive Officer and Board of Directors for the provision of accurate financial information.
· IT systems and equipment for the charity.

· Administration budget (expenditure totalling approximately £125K, excluding staffing costs) and staff salary budget.
Key Responsibilities
These include
Finance:
· 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, with support from other senior managers, and monitor TFL’s annual budget;

· 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;
· 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;
· Manage budgets within your control with due regard for efficiency, economy and effectiveness.
Human resources (HR):
· Hold the overview of HR for the charity and support managers in all aspects of people management, including recruitment, pay and grading, pensions, personnel policies, and training and development;

· Hold an overview of 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 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;

· Maintain an overview of, and support managers in, managing leave, absence, disciplinary procedures, grievances, sickness etc. across the organisation.
Business, Administration and IT:
· Have oversight and monitoring of all leases and contracts relating to Trees for Life facilities and assets, including the building leases, vehicles, insurance, utilities, and fire protection;
· Be responsible for ensuring TFL has an efficient and effective IT system;

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

· 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;

· Manage, lead and motivate your 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 

Overall, the postholder needs to be well-versed in business management, financial systems and reporting, staff management and development, and able to manage a committed team effectively, to bring out the best in each person, as well as collectively as a team.

Experience

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

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

· A professional accountancy qualification (CCAB) or equivalent experience in practice;

· Contract management skills and experience;
· Experienced in managing and developing staff.

Knowledge & Expertise 

· Knowledge and experience of accounting and payroll systems;
· Knowledge of charity reporting requirements, eg to OSCR;
· Strong understanding of employment law and HR practices.
Skills & Competencies

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

· Competent using Microsoft Word, Excel, PowerPoint and accounting software packages;
· High level of interpersonal skills are 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 manage expenditure within agreed budgets;
· Ability to maintain effective communication throughout the organisation and with external bodies;
· Excellent logistical and planning skills;
· Full Driving Licence would be useful.
Personal Attributes

· Ability to build rapport quickly with key members of the team, leading and inspiring them to achieve TfL goals, and making a positive contribution to creating the culture and reputation of the whole organisation;
· Ability to foster a culture that encourages and stretches people to achieve high standards;
· Resourceful, flexible and able to work on their own initiative;
· Demonstrably committed to TFL’s ethos.

