Finance and Resources Manager 
Job Description
Purpose of Your Job

Your principal responsibility is to lead and develop central Business Support Services at - though your staff and volunteer team, in line with the strategic plan. You are responsible for ensuring that staff and volunteers work in a safe, responsive, professional and effective environment. You are also responsible for ensuring that our services comply with all legal requirements, and that we exercise our duty of care (to our staff, volunteers and clients) with vigour and integrity.
Main Duties

· The management of all financial systems and adherence to - financial regulations

· The management of personnel policies and procedures.

· The management of the organisations IT and data collection and protection.

· The management of training co-ordination, development and recruitment (retention) practices.

· The management of positive internal communications to aid staff and volunteer morale, efficiency and job satisfaction.  
· Assisting the Executive Director to promote and execute good governance within the organisation.

· The management of the premises and assisting the senior team in the Health and Safety of staff and volunteers.
· Line management and supervision of the finance and administration team
Accountabilities and Responsibilities
Financial Systems

· Allocating income and expenditure to appropriate projects

· Produce and distribute invoices to funders. 

· Monitor cash-flow and follow up outstanding payments.
· Process incoming invoices and expense claims and paying as necessary
· Ensuring all staff get paid on a monthly basis
· Ensuring PAYE and National Insurance is paid as appropriate and reconciling figures. 

· Banking and liaison with our bank (including online banking)
· Producing monthly management accounts, and sharing these with the Director of Operations, senior team and charity’s Treasurer

· Produce Monthly accurate actual v budget accounts and review with the senior team and Director
· Liaise with our auditor/accountants on our annual audit & annual accounts
· Manage the administration of our Stakeholder Pension Scheme and Childcare voucher scheme
· Working with Executive Director to set annual budgets.
Personnel
Responsible for the management of personnel information and assisting the senior team with policy and procedure relating to staff and volunteers, including;

· The management of recruitment and retention (in conjunction with the relevant service manager)

· The management and co-ordination of our training and development programme (in conjunction with the Management Team)

· Managing the induction of staff and assisting the management team with the induction of volunteers

· Maintaining and managing time sheets and time reporting processes 

· Managing all sickness and leave administration and processes

· Development of personnel and related policies and procedures (jointly with the senior team) in line with best practice and legislative requirements.

Governance
Responsible for the management of administrative duties relating to the governance of the organisation to include;

· Management of the administration relating to regulatory bodies (Companies House, Charities Commission) in liaison with the Director/ Company Secretary

· Management of relevant insurance cover, policies and renewals

· Ensuring the pro-active co-ordination of regular staff meetings, senior management meetings (monthly), board meetings (bi-monthly) and money group meetings (monthly).
· Maintaining and improving our client and non-client databases, training service managers and providing support as required for the creation of service statistics and reports.
· Undertaking coordination for the AGM in association with other staff members

· Manage the preparation and production of the Annual Report

Line Management

Supervision of Administrator and Finance Assistant and regular communication regarding projects, tasks, deadlines and priorities
· Providing regular supervision sessions (monthly) appraisals (annually) and support sessions (as required) maintaining accurate minutes/notes. 

· Providing regular and clear communication on an ongoing basis regarding roles and responsibilities.
Communications
Responsible for the management of positive internal communications to aid staff and volunteer morale, efficiency and job satisfaction.  

· Writing and circulating relevant communications to staff and volunteers including a quarterly newsletter.

· Collate and circulate regular information regarding internal and external training, meetings, rotas and policies.

· Pro-actively collate staff and volunteer feedback and communicate improvements to central processes, as required.

· Champion an open communication culture throughout the organisation (staff, volunteers and with clients)

· Develop communications with key partners and funders (in conjunction with service managers) and arrange relevant meetings.

· Keep in close contact with all staff and volunteers to maintain morale, understand concerns and to keep them abreast of developments or changes.

H&S and Premises
Responsible for the providing resources to the senior team to empower them to manage premises and services, and to directly oversee maintenance, security and policies affecting the Health and Safety of staff and volunteers.  
· Ensuring staff and volunteers have available to them agreed policies and procedures regarding health, safety and the use of the premises and to lead the senior team in audit of adherence to these policies
· Ensuring that service managers understand their responsibilities regarding health, safety and security (on and off the premises)

· Co-ordinate relevant H&S checks, audits and procedures
· To action any feedback regarding the property facilities and maintenance (in conjunction with the senior team).

IT and Data Protection

· Responsible for the purchase and maintenance of IT equipment and software (in conjunction with our IT service provider)
· Responsible for, in conjunction with the Management Team, the collection, storage and protection of client data 

· Responsible for ensuring all staff and volunteers are aware of data protection and organisational policy relating to personal data of clients, staff and volunteers
You will also be required:

· To attend a range of agency events inc. staff meetings, Link Days.

· To provide cover for your central team members, including providing cover for the building, as staff member in charge, on a regular and shared basis (evenings and Saturdays) in accordance with the staffing rota.
The post holder may be expected to undertake other appropriate duties from time to time under the direction of the Executive Director.
Person Specification

ESSENTIAL - Skills, Knowledge and Experience

· Ability to plan and manage and varied and complex workload

· Financial experience including the ability to construct and manage budgets and produce accurate profit and loss reports.
· Proven experience of managing a team supporting vulnerable young people
· A knowledge of the voluntary sector

· Self motivated, reliable, hands-on and flexible

· Excellent communication skills (and ability to encourage others)

· Ability to write clear and concise communications or reports 

· Ability to work well as part of a team as well as on own

· Experience in the professional development of staff 

· Experience of  working with vulnerable young people
· Ability to work to and set clear deadlines

· An understanding of and commitment to the promotion of equal opportunities

· A good knowledge of the use and application of information technology

· Experience of working with databases (data entry, manipulation and reports)

· Ability to co-ordinate multiple meetings and training events clearly & efficiently
· Experience of financial management software
· Experience within personnel or HR management 

· Knowledge of H&S procedures and risk assessments

· Ability to coach and influence others at management level

· Effective leadership skills and experience

PREFERRED - Skills, Knowledge and Experience

· Experience of database management and simple design/layout

· Experience of servicing a committee

· Ability to work occasional unsociable hours and weekends

· Appropriate educational or vocational qualification
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