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Roundabout Ltd
Job Description





Title of Post:		Financial Controller 
                                   				  -  25 hours per week
                                  				  -  Qualified/Experienced Accountant

Accountable to: 			Project Director

Objectives of the post:		

The post holder is responsible for providing an efficient service for Roundabout’s accounting functions.

Key Responsibilities

· Carrying out month-end procedures in order to produce reconciled management accounts by project and department.  
· Produce quarterly reports for analysis relating to managed properties, outstanding rents, and potential bad debts.  
· Preparation of the year-end statutory accounts.
· Prepare monthly salaries and ensure correct payments to the Inland Revenue and the Stakeholder Pension Scheme are made.
· Prepare monthly bank reconciliation to cashbook and accounts by project and department.  
· Produce and monitor financial information for future developments/projects/the investment programme as required.
· Participate in regular supervision and appraisals with the Project Director
· In liaison with the Project Director, prepare annual and individual budgets for new and existing services and the company as a whole.
· Supervise and complete Roundabout’s financial policies and procedures.
· To prepare financial reports for Trustee meetings.
· Develop and evaluate key performance indicators in relation to the role.
· Responsible for developing IT system and for processing and documenting information onto IT system.
· Supervise the petty cash reconciliation as required. 
· Preparation of rent and other financial information as required.
· Responsible for specified tasks as delegated by the Project Director.

Ensuring the good reputation of the organisation is maintained

· Act with integrity, honesty and professionalism at all times.
· Act as representative to both internal and external contacts. 
· Develop and maintain effective partnership working for the organisation.




Legal compliance and responsibilities 
	
· Ensuring compliance with legal requirements, other obligations and identified best practice.
· Ensuring compliance and adherence to company policies, procedures and working practices

Supporting the continuous development of quality standards and controls

· Ensuring adherence to quality standards relating to the organisation’s service provision.
· Continuously improve the quality of Roundabout documentation and systems relating to financial procedures ensuring consistency of information throughout the organisation.

Training and Development

· To undertake training and personal development as necessary in order to meet organisational objectives.
· To train and develop other personnel who have responsibility for providing information/documentation for accounting purposes.

These duties are neither exhaustive nor exclusive and the postholder is required to undertake reasonably determined duties within the organisation driven by needs of the business.
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