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JOB DESCRIPTION

	JOB TITLE
	Head of Finance

	LOCATION
	Options for Life, Oak Green Lodge, Oak Way, Oldbury, West Midlands, B68 8LR. Regular travel will be required to all premises from which Options for Life operates. 

	HOURS
	22.5 hours per week 

	GRADE
	£28,348 per annum

	REPORTING TO
RESONSIBLE FOR
	CEO
Finance Officer




JOB PURPOSE

1. To manage all aspects of finance, including financial and management accounting for the charity. To maintain financial controls and ensure regulatory compliance obligations are met and to continuously assess business risk factors in support of SLT/Board decision-making.

DUTIES AND RESPONSIBILITIES

1. Financial Planning including preparing and monitoring:

· Medium and long term strategic financial plans
· Annual operating budgets

2. Prepare monthly management accounts, together with reports and key performance indicators for meetings and discussion with:

•	Senior Leadership Team
•	 Trustees
•	 Budget Holders

3. To oversee the preparation and processing of monthly payroll and submission of monthly pension contributions

4. To manage the Finance Officer’s work including:

· Payment of invoices and input into the ledger
•	Raising of sales invoices and monitoring payment
•	Reconciliation of bank records to ledger 
•	Reconciliation of debit cards and petty cash and processing into the ledger
•	Administration and control of the financial system

5. Complete and review monthly reconciliation of the Balance Sheet. 

6. Monitor and review cash and bank balances investment policy. Maintain and update bank mandates. 

7. Produce the year end Statement of Accounts and lead and liaise with External Audit for their annual sign off and submission of accounts to the Charity Commission. 

8. Project appraisal including feasibility evaluation, business case and risk analysis of new initiatives, to support funding bids and inform decision making.

9. Identify operational and financial opportunities and risks to the business and develop strategies to secure maximum benefits and mitigate risks. 

10. Continue to develop the financial system and management reporting process to assist managers and trustees manage and monitor operations.

11. Maintain and review the adequacy of all accounting policies and procedures.

12. To contribute to, and actively promote the philosophy, values and aims of Options for Life

13. To take responsibility for your own continuous professional development, including attending training events and conferences as appropriate.

14. To carry out all duties with due regard to the organisation’s policies and procedures, and to ensure that statutory requirements are complied with.

15. To undertake other such duties and responsibilities, commensurate with the post, as may be reasonably required within the overall aims of Options for Life.

PROFESSIONAL DUTIES

1. To work to ensure continuous quality improvement and service excellence.
2. Undertake such duties as may be required commensurate with the level of responsibility and nature of the job in discussion with your line manager.

SAFEGUARDING STATEMENT

Options for Life is committed to safeguarding and promoting the welfare of adults and expects all staff to share this commitment.  The successful candidate for this appointment will be required to apply for a Disclosure Barring Service check through the Criminal Records Bureau.  Further information on the Disclosure process can be found at https://www.gov.uk/request-copy-criminal-record

DATA PROTECTION AND CONFIDENTIALITY

All staff are responsible for ensuring that any personal data which they hold is kept securely; personal information is not disclosed either orally or in writing or accidentally or otherwise to any unauthorised third party; and personal data is only used for the purpose for which it is being held.

EQUAL OPPORTUNITIES

It is the responsibility of the post holder to promote equal opportunity and recognition of diversity throughout the organisation.




HEALTH AND SAFETY

The post holder will be required to:
· Promote health, safety and welfare throughout the organisation
· Undertake their duties and responsibilities in full accordance with the organisation’s Health & Safety Policy and Procedures.
· Take responsible steps to safeguard their own safety and that of others with whom they work.


TERMS AND CONDITIONS

Offers of employment are subject to a satisfactory references, an employment check under the Asylum and Immigration Act 1996 and a satisfactory DBS Disclosure.

This job description is intended as a guide to the main responsibilities and duties of the post and is in no way intended to restrict any individual in the performance of other duties within the general nature of the post as required by the organisation.  The job description will be reviewed and updated periodically in the context of organisational and developmental changes, in consultation with the post holder.

PERSON SPECIFICATION


	Criteria
	Essential
	Desirable
	Evidenced by

	Professional Knowledge & Experience
	Qualified accountant CCAB with at least 2 years post qualification experience ideally gained in both private and public sector organisations.

Knowledge of statutory accounting principles

Strong analytical skills and accounting skills

Adept at managing multiple/changing priorities at any one time, to work well under pressure and meet varying deadlines.

To establish and maintain positive working relationships with others both internally and externally to achieve the goals of the organisation.

Flexible, reliable and a ‘can do’ attitude to be able to support colleagues and work as a positive team member.

Maintain CPD record as required by Professional body.

Experience of forecasting financial budgets. 

Proven ability of recommending cost reduction strategies. 

Ability to oversee business financial management and ascertain areas which need improvement. 

Solid decision-making skills. 
	Good understanding of H&S requirements and a demonstrable commitment to the implementation of policies and procedures.
	Application Form
Interview


	Planning & Development
	Intermediate-level Excel user

Familiar with other MS Office applications.

Experienced and skilled  in use of accounting software packages. 
	Experience of organising, attending and leading meetings. 



	Interview
References

	Communication & Interpersonal Skills
	Impeccable communication, presentation, and organisation skills.

The ability to work as a member of a team and on own initiative.

Commitment to providing a high standard of service 

A flexible and conscientious attitude 
	
	Application Form
Interview
References




	Responsibility for participants/ or Staff
	Experience of supervision of a Finance Team.

A proven commitment to equal opportunities and an understanding of the organisation’s Equal Opportunities Policies.

A proven commitment to safeguarding and promoting the welfare of vulnerable adults.
	
	Interview
References

	Responsibility for Resources
	Attention to detail to enable the keeping of accurate records.
	
	Application Form
Interview
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