Finance Director (Maternity Cover) - Job Description
Context
The Arthur Rank Hospice Charity is a company limited by guarantee, with 1 trading company. The charity has a Board of Trustees who are legally responsible for the governance of the charity.  The Chief Executive manages the day to day running of the charity alongside the Finance Director, Director of Clinical Services, Medical Director, Director of Fundraising and HR Manager.  

The medical and clinical staff were previously employed by the NHS and the charity was a separate entity.  In August 2015 the staff employed by the NHS at that time, transferred to the employment of the charity under TUPE regulations.  The hospice has run as an independent hospice with Direction status since then.  There are staff with Agenda for Change (AfC) contracts protected by TUPE, clinical staff who have been employed since the merger who are also on AfC (but without TUPE protection) and the remainder on charity contracts. The current staff headcount is approximately 200, including bank staff.
In 2016 the hospice moved to the new hospice funded by the charity.  The new hospice has twice as many beds and many more facilities.  In addition to using some free reserves and money fundraised through a range of different approaches – there is a £4million loan, at a favourable interest rate over a 25 year repayment period.  The loan is from Cambridgeshire County Council. 

The hospice has a large contract for services with Cambridgeshire and Peterborough CCG and a need to raise circa £4 million every year through fundraising and income generation.

The charity team has a tight knit and supportive culture.    There is a culture of hard work, efficiency and ‘going the extra mile’.  The role of Finance Director is a hands-on role, which will suit someone who embraces a transformational role to management rather than choosing a more transactional approach. 
This role

Reporting to the Chief Executive as a member of the senior team, the Finance Director will ensure the provision of consistent, robust and expert financial advice to the Chief Executive and other senior colleagues; provide an effective financial management service to the charity and act as the leading interface between management and trustees on financial matters. 
Salary & Benefits
Salary £63-65K per annum.

Personal Pension Plan or option to continue in NHS Pension Scheme (subject to qualifying criteria), Employee Assistance Programme, Cycle to Work Scheme, Study leave and ongoing training, generous holiday entitlement, Occupational Health Services, flexible working opportunities, Group Life Assurance and staff discounts to our in-house Bistro and Salon HD.
General responsibilities / duties

Charity Finance

· Ensure, in close cooperation with the Chief Executive, that an appropriate, board approved, financial policy framework is functioning well and appropriate monitoring procedures are in place to ensure the leadership team and trustees receive robust and timely financial information.

· Contribute to the implementation of the charity’s strategic plan developing annual work programmes with the senior team as appropriate.
· Ensure the appropriateness of the key assumptions included in the charity’s annual budget proposals and the financial profile and assumptions for the coming business plan cycle.  Provide advice and support to senior managers on these matters.

· Provide timely advice on new and current business income generation initiatives and develop analysis of performance.
Work closely with the Finance Manager and Management Accountant  to ensure the continued provision of accurate and timely monthly management information to the senior management team and trustees.
· Work closely with the Senior Database Officer to ensure that donations are processed and thanked in a timely manner, and that Director of Fundraising and their team have access to appropriate reporting from the database

· Provide leadership to the finance and databasing teams
· Ensure provision and support for robust accounting services to enable the senior management team to manage cash flow.

· Provide support to the Remuneration and Nominations Committee. 

· Work closely with the Chair of the Finance Committee and service the Trustees’ Finance, Investment and Audit committees.
· Ensure accurate records are maintained to meet external legal and tax requirements. 

· Ensure that the trading company is meeting financial legal responsibilities. 

· Ensure all rules relating to VAT, gift aid and other tax legislation are met and that, where possible the charity is maximising recovery in these areas.
· Ensure the statutory annual accounts for the charity are prepared for consideration by the Board of Trustees.
· Support the Company Secretary in meeting their responsibilities - timely submission of all external reporting e.g. Companies House and Charity Commission.
· Be the authorised official for the charity for Inland Revenue purposes etc.
· Ensure appropriate insurance cover is in place for all the charity’s requirements.
· Ensure there is efficient management of outsourced services for payroll.

· Build relationships as appropriate with bankers, investments managers, pension advisers, tax advisors and auditors
Corporate Governance

· In close consultation with the Chief Executive and Chair of the Finance Committee, establish a relationship with each trustee so that each individual has an opportunity to understand fully the key financial issues confronting the charity

· Keep abreast of financial developments across the charity sector by liaising with senior staff in other charities and contributing to the activities of appropriate networks, for example the Eastern Region Finance Director Group and remaining up-to-date with Hospice UK
· Contribute to management of the risk management register by identifying risks in conjunction with Senior Leadership Team T and the Board and establishing suitable plans to reduce/manage risk
· Manage the Trading Company’s financial reporting and their relationships with the Charity
· Manage and update the scheme of delegation
· To act as the Senior Information Risk Owner (SIRO) for the organisation to ensure information governance compliance including, but not restricted to, helping (with the Caldicott Guardian) chair the IG steering group and ensure the organisation complies with all legislation relating to data, including the new GDPR.
IT

· Manage the charities outsourced IT provision and ensure the service is consistent and responsive across the organisation

· Develop the charity’s technology requirements and implementation and the melding of the NHS and charity systems to create optimum efficiency. 

· Maintain, develop and ensure security of the IT and electronic systems

Management

· Attending and contributing to Management meetings, Board meetings and Away Days.
· Provide line management, support, development and supervision to Finance Manager, Management Accountant and Senior Database Officer, supporting them to provide appropriate line management to their own reports.  Providing leadership and support to this team will be crucial, particularly whilst they adjust to a new dynamic. 

This job description provides a framework for the role of Finance Director and should not be regarded as a definitive list of duties and responsibilities.

Outputs

Statutory accounts for charity

Annual Returns for charity
Annual Budget for charity 
Monthly financial variance reports

Monthly management accounts and subsidiary information

Trading Companies accounts
Monthly cash flow reports
Monthly payroll authorisation
Person Specification

a. Essential

Qualified Accountant (ACCA, ACA, CIMA CIPFA)
Substantial post qualification experience in both accounting and management

Substantial experience of management (ideally) within a charity setting and at senior level

Ability to lead a team but also to be part of a team when needed 

Excellent analytical and interpretive ability

Experience of developing, delivering and monitoring financial strategy

Experience in the preparation, monitoring and reporting of budget and financial management information

Awareness of company secretarial, legal and tax issues relating to companies and ideally charities

Excellent communication skills with the ability to present to a broad range of people internally and externally including non-financial specialists

Experience of managing IT systems 

Excellent working knowledge of accounting systems (Sage)
Excellent working knowledge of databases; Outlook; Word; PowerPoint and Excel.

b. Desirable

Working knowledge of Donorflex

Experience in the financial management of a Charity, Trading Company and VAT reporting
Experience of Information Governance and the SIRO role
Experience of working with/ within the NHS
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