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Job Description

	Post Title:
	Finance Manager (22.5-25 hours) 

	Location:
	Malvern (Hybrid working)

	Responsible To:
	DCEO


1. PURPOSE OF JOB

To oversee the fiscal operations of the Charity and to primarily create and maintain financial reports, manage budgets, analyse financial data, ensure full compliance with financial regulations and standards, and to manage the Finance Team. You will translate strategy into day to day operational plans, forecast financial trends and assess risks to assist the Agency in decision-making.
2. PRINCIPLE DUTIES AND RESPONSIBILITIES 

· Take the lead on financial accounting and reporting, ensuring management accounts and quarterly/ year-end financial reports are produced in a timely and accurate manner and the preparation of Business Plans.

· Manage the Finance team, ensuring the team work effectively and competently (conducting regular supervisions and PDRs for the team).

· Assist the DCEO in developing the most appropriate path of financial sustainability and growth for the Agency.
· Prepare Company Secretarial/Company House filings.
· Oversee and monitor FCC’s investment portfolio, liaise with fund managers and report on the investment outcomes.
· Compliance and safeguarding of FCC’s financial governance in relations to all financial regulations, company law and FCC’s not for profit status.
· Prepare information for the Board meetings as appropriate.
· Take personal responsibility for implementing and promoting the principles of equality, diversity and inclusion in every day dealings.
· Any other duties as deemed reasonable. 
Person Specification

	 Essential   

	  Desirable

	Qualifications
· Fully Qualified Accountant

· Educated to Degree level

· Hold Membership of a recognised accounting institute

	· Management Training
· ACCA

	Experience
· At least 3 years relevant experience in an accountancy role within the Charitable sector, some of which should be in a supervisory or managerial capacity
· Practical experience of company accounts and taxation

· Preparation of Final Accounts

· Preparation of effective management reports
· Proven ability to develop teams and translate strategy into day to day operational plans

· Proven experience as a leader and financial manager.

	· Experience of working with charms database and QuickBooks
· Knowledge of private sector investments

	Skills and Knowledge
· Effective Management Skills

· Excellent communication skills both written and oral

· Ability to handle complex issues

· An up to date knowledge of relevant financial legislation, accounting conventions and best practice within the Charitable sector
· Good interpersonal skills, Supervisory and management skills

· Financial management skills

· Highly competent in Information Technology
· Commercially aware

· Proven experience of advising on growth and diversification, and financial efficiency. 


	

	Abilities
· Capacity for strategic and logical thinking

· Integrity

· Personal motivation and the ability to motivate others

· Professional approach

· Self-disciplined and ability to work to tight deadlines

· Capacity to work under pressure

· Excellent communicator with the ability to interact with internal staff of all levels and external agencies.

	

	Attributes

· Show a committed and proactive approach to equality, diversity and inclusion
· Display an ability to respond enthusiastically and positively to changes and new challenges set by FCC. 

	

	General

· Must have a full driving licence, and have access to a road worthy vehicle
· Must have no more than 9 points on full driving licence.

	


FCC is committed to creating a diverse environment and is proud to be an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, colour, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability, or age.
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