SOUTH WEST LAKES TRUST

JANUARY 2012

1.
JOB DESCRIPTION

1.1
JOB TITLE:

FINANCE MANAGER
1.2
SALARY:

£20,000 to £25,000 per annum 

1.3
HOURS:

37 Hours per week

1.4
RESPONSIBLE TO:
Head of Corporate Services

1.5
LOCATION:

Based at Head Office but required to travel



      


to other locations in the region from time to time. 

2.        OVERALL PURPOSE:

2.1
To manage the finance team and to provide and manage a comprehensive accounting and financial control service to all activities within the Trust, covering the following main areas:-

(a)
Management accounting

(b)
Financial accounting

(c)
Capital accounting

3.
KEY TASKS AND RESPONSIBILITIES

3.1 Produce financial performance reports, statistics and graphs as required. Keep clear and accurate financial records and ensure that procedures are kept up to date.  .

3.2 Maintain and reconcile the bank accounts, monitoring cash flow to ensure that funds are transferred as required to maintain all accounts in credit.
3.3 Assist with budgeting and forecasting.

3.4 Maintain financial systems for projects, claiming grants and liaising with funders.

3.5 Prepare monthly management accounts, ensuring reconciliations are completed at least quarterly.

3.6 Maintain the fixed asset register, to include records of all purchases and disposals.  Ensure that inventories are regularly updated.

3.7 Prepare quarterly VAT returns and ensure the VAT legislation is complied with.

3.8 Liaise with the payroll providers to ensure the information they receive and provide is   accurate.

3.9 Assist with the administration of pensions

3.10 Prepare back up information for the Annual Accounts in time for the Annual Audit.

3.11 Liaise with the staff at site to ensure that the information received is accurate and timely.

3.12 Carry out such other duties as may reasonably be assigned by the Trust.

4.0 QUALIFICATIONS AND EXPERIENCE

Essential

4.1
Minimum GCSE Grade C or equivalent in English and Maths.

4.2 Part qualified accountant or holding the AAT Accounting Technician qualification.

4.3 Minimum three years’ experience working in a finance team.

4.4 Ability to work unsupervised and to follow guidelines.

4.5 Mature approach to developing relationships at all levels.

4.6 A flexible approach to working with and supervising a small, busy team

4.7 Good analytical and communication skills, both oral and written.

4.8 Practical approach to problems solving.

4.9 Current, clean driving licence.

Preferred

4.10
Geographical knowledge of the Trust’s area and an appreciation of regional and sub-regional economic issues.

4.11
An understanding of the financial requirements in operating a charitable trust.

4.12
Experience in dealing with grant-giving bodies and reporting to funders, both statutory and voluntary organisations
