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	JOB DESCRIPTION 

Finance Manager

	Post Title:
Finance Manager
Responsible to: 
Chief Executive
Location:
Nottingham Women’s Centre


30 Chaucer Street, Nottingham, NG1 5LP
Hours:
18 hours  
Salary:
£26,822 pro rata
Contract: 
Permanent 


	GENERAL DESCRIPTION

The post-holder will be responsible for financial management at NWC.

	

	KEY TASKS AND RESPONSIBILITIES
Finance
· Deal with all aspects of QuickBooks accounts system (Quickbooks Online) including raising and processing invoices, allocating costs to the correct budgets, chasing payments and reconciling.
· Prepare the annual organisation budget and individual project budgets
· Prepare the end of year accounts and liaise with the nominated accountant for the audit.
· Monitor expenditure against set budgets of restricted funds, preparing financial returns for funders as required.
· Be the financial point of contact for tenants, contractors and external agencies (e.g. insurance, payroll, pension, HMRC, accountants, auditors, funders)
· Update quarterly expenditure against budget and cash flow forecasts for the organisation.
· Actively evaluate financial information in consultation with SMT, producing detailed financial management reports for the SMT and Board of Trustees as required (usually quarterly) and present these as necessary.
· Process online banking payments and reconcile bank account
· Monitor income from funding bodies
· Manage all aspects of V.A.T. and Gift Aid
· Prepare information for monthly payroll and pensions, liaising with payroll and pension company to ensure employees are paid in line with contractual agreements.
· Reduce financial risk by ensuring all financial controls, policies and procedures adhere to required accounting standards, recommending changes as appropriate.
· Support the SMT in preparation of funding applications by producing fully costed budget proposals and recommendations, highlighting any financial risks/calls on reserves.
· In liaison with relevant staff, actively control the organisations expenditure to ensure value for money is achieved wherever possible.
· Work with the SMT to evaluate and improve earnt income streams, including donations, fundraising and revenue.
Other
· Ensure that all work is carried out in accordance with relevant legislation and Nottingham Women’s Centre policies and procedures, including the Centre’s Equal Opportunities policy and Health and Safety Policy.

· Participate in training and development as required.

· Act as an effective team member and attend and contribute to staff meetings.

· Carry out other duties as directed by the Centre Manager and the Board of Trustees
· Be a representative of Nottingham Women’s Centre ethos and values outside of the centre


	

	NOTES:

Due to the nature and sensitivity of our client group, it is an occupational requirement under the Equality Act 2010, Part 1, Schedule 9 for the post holder to be female.  



	
	Person Specification

Essential
	Desirable

	Qualifications
	GCSE pass at A-C standard (or equivalent) for English and Maths or office based qualifications.


	An appropriate finance qualification e.g.; AAT



	Experience
	Experience of budget setting, forecasting and monitoring.
Experience of managing and inputting on computerised accounts systems.

Experience of producing financial reports, presenting these to senior management.

Experience of developing, managing and administering finance policies, procedures and systems.

Experience of being the financial contact for funders. 
Experience of overseeing the administration of routine financial activities inc banking and petty cash by other staff members.
	Experience of using QuickBooks.

Experience of working with a Board of Trustees. 
Experience of charity finances

Experience of processing charity donations including Gift Aid.


	Skills & Knowledge
	Knowledge of financial accounting systems and basic booking-keeping principles.
Knowledge of statutory accounting for charities
Proficient in MS Office applications in general – including spreadsheets and databases.

Effective organisational skills with ability to prioritise workload to meet deadlines.

Able to explain complex financial information to non-experts verbally and in writing. 
Ability to handle sensitive information and maintain discretion at all times.
Ability to proactively analyse financial data, highlighting significant variance and identifying area for corrective action or budget virements.

Ability to work with other managers to manage their specific project budgets and financial monitoring returns.

	Knowledge of robust budget planning ie full cost recovery with the skills to apply these to budget planning

	Other
	An awareness of, and a commitment to, equality and diversity (particularly women’s issues).
Willingness to develop professionally and attend courses as required.

Ability and willingness to work flexibly with some evening and weekend working.
	


