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Finance Director
Job Description
MAIN PURPOSE OF JOB: Oversee the financial and resource management of SPEAR, including the preparation of timely information, providing advice and guidance and developing financial systems which are fit for purpose as part of our Senior Management Team.
REPORTS TO: The Chief Executive 
SALARY: £47,000

PRINCIPAL RESPONSIBILITIES:

1.
Financial Management
To be responsible and accountable for the effective financial management of the organisation, in line with SPEAR’s mission statement, business plans, policies and procedures and to ensure SPEAR meets its charitable objectives.
2.
Resource Management
To be responsible and accountable for the effective monitoring and management of income and expenditure through effective invoicing, payroll, budget setting, management accounting and audit processes.
To be responsible and accountable for the effective monitoring and strategic management of Human Resources, IT, Quality Assurance and Administrative resources and operations.
3.
People Management 

To be responsible and accountable for providing leadership, support, motivation, performance management and direction to staff working in the finance, resources and Human Resources departments.
4.
Relationship Management
To be responsible and accountable for ensuring effective relationships with internal managers, trustees, auditors and external stakeholders including key funders and landlords
5.
Service Development
To ensure the development of services is on a sound financial footing, highlighting areas of risk and opportunity.
6.
Corporate Responsibilities 

To be an effective member of the Senior Management Team, contributing to the wider management of SPEAR

SPECIFIC DUTIES:
1.
Financial Management
· To ensure timely and high quality financial management of the organisation
· To ensure financial systems, policies and procedures are fit for purpose

· To ensure the organisation is compliant with finance related legislation and best practice

· To ensure that there is a sound financial basis for organisational planning and decision making

· To ensure that there is a sound and secure banking arrangement for the organisation

· To lead on the annual accounts preparation and audit process

· To work with the Trustee Treasurer to ensure effective Finance Sub Committee meetings take place and that appropriate financial information is reported to the Trustee Board meetings

· To approve new funding applications and financial reports to funders

· To manage cash flow projection
· To manage monthly and quarterly management accounting processes
2. 
Resource Management
· To lead on the production of the annual organisational budget

· To ensure the timely receipt of all income

· To ensure the timely payment of invoices, staff salaries and other expenditure commitments 

· To report any budget variances or other significant financial issues to budget holders, Senior Management Team colleagues as appropriate

· To lead the financial audit process, the production of annual accounts and the delivery of recommendations arising from the audit process
· To ensure that the relationship between income and expenditure related to service delivery and overhead costs is clearly communicated to Senior Management Team colleagues and Trustees as required

· To produce quarterly management accounts and other monthly reports required for Senior Management Team and Trustee Board meetings

· To liaise with our Operations Director and Head of Fundraising on financial issues
· To lead and manage the Human Resources and Resources team, (who have responsibility for Quality Assurance, IT and Central Administration)
3.
People Management 

· To undertake effective line management of staff in the finance, resources and Human Resources departments including supervision and appraisals

· To ensure effective regular and professional team meetings take place
· To ensure adequate learning and development opportunities for the finance department
· To ensure systems, policies and procedures are being complied with, within the finance department

· To ensure that contractual, legal and other organisational commitments are met by the actions of the finance department
4.
Relationship Management

· To ensure effective relationships are developed and maintained with colleagues, Trustees, Auditors, Commissioners, and other stakeholders in respect of the financial management of the organisation

· To ensure the production of reports and financial information is appropriate to the particular audiences of the information

· To support operational, fundraising and other colleagues to make effective use of financial information to make sound planning, management and spending decisions
· To work with management colleagues and external funders to ensure contractual and other income and related expenditure makes appropriate contributions to the overhead costs of the organisation

· To ensure all finance related commitments to funders, landlord partners and other external stakeholders are met in a timely and high quality fashion.

5.
Service Development

· To contribute to the re-negotiation or development of existing services and the development of new services to ensure that such developments are undertaken on a sound financial basis

· To contribute to the production of tenders or other reports required by funders, in respect of financial issues
· To contribute to the development of plans to address any issues arising from changes to budgeted income and expenditure, (for example a reduction in housing benefit income)

6.
Corporate Responsibilities  

· To ensure that all required financial reports are submitted to the Senior Management Team, Finance Sub Committee, Trustee Board meetings and any other required meetings in a timely and high quality fashion

· To participate in and contribute to the development of SPEAR through pro-active membership of the Senior Management Team and subsequent projects and tasks
· To respond to and investigate complaints by service users according to SPEAR’s policies

· To contribute to Trustee Board as requested by the SPEAR Chief Executive
· To undertake other duties as required by the SPEAR Chief Executive in keeping with the purpose and principle responsibilities of the post
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Finance Director
Person Specification

SKILLS:

Essential:

· Accounting and financial management skills
· Commercial skills, (i.e. bidding for new contracts; remodelling services to improve efficiencies)
· Charity Commission financial regulations and guidance, (SORP)

· Audit best practice

· Communication and relationship management

· Experience in leadership and management

· Good IT skills and ability to adapt easily to new systems
· Experience and skills in tender writing

· Good report, e-mail, and letter writing skills

KNOWLEDGE:

Essential:

· Best practice in the not for profit sector grant and contract financial compliance

· Supporting People and other local authority commissioning and procurement

Desirable:

· Best practice in approaches to financial management in the not for profit sector

· Financial management trends in other local charities and regional homelessness organisations

QUALIFICATIONS:

Essential:

· Fully Qualified Accountant (CIMA/ACA/ACCA/ICAEW)

EXPERIENCE:

Essential:

· Experience in a senior financial management role in in a homelessness or other charitable organisation

· Managing a financial team and two or more of the following areas: HR; IT; Quality Assurance

· Working collaboratively as part of a management team 

· Line management

· Recruiting, developing, supporting and managing teams 

· Developing and managing budgets

· Service development or new service implementation

· Strategic or business planning

· Using financial information to underpin sound management decisions

· Developing and maintaining effective working partnerships with external agencies, including commissioners or funders

Desirable:

· Negotiation of service contracts

· Informing the design of service specifications and/or Service Level Agreements with financial information

· Designing and/or developing policies and procedures to ensure effective financial management

· Involvement in organisational strategic and business planning

