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Finance Manager
	Main Purpose of the Job


	To work across the organisation to ensure the finance function interfaces effectively with the operational requirements of the organisation.
To deputise for the CFO as requested by the CFO, CEO or Board of Trustees. 
Support the finance team.



	Main Duties and Responsibilities


	Finance


	· Assist the CFO in working alongside SMT and Directors to produce annual budgets, cashflows and set housing benefit and service charges each financial year.
· Support in delivering monthly budget monitoring reports, providing accurate and meaningful financial information for decision-making.
· Support in ensuring the accuracy of the trial balance including assisting with posting transactions, corrections, journals and producing balance sheet reconciliations. 
· Offer financial expertise to assist and influence budget holders in their decision-making, highlighting opportunities for business performance improvement.
· Collaborate with budget managers to gather information and produce insightful financial analysis aimed at continuous improvement and efficiency.
· Review management information regarding all income and expenditure regularly with SMT members to ensure budgets remain on target
· Assist with production of reports required by commissioners and funders within deadlines 
· Be aware of the operational needs of the organisation and provide the support needed between operations and finance
· Ensure that the fixed asset register agrees to the trial balance on a monthly basis and assist others in capitalising and disposing of assets and running depreciation.
· Support the team in ensuring that all Income is invoiced and collected in a timely manner.
· Support the CFO with the development/implementation of new processes and systems which will enhance working practices across the organisation
· Assist the CFO with the preparation of the audit file and the audit process
· Provide ad hoc analysis and insights on specific issues
· Motivate and develop team members and ensure that they are recruited, trained and supported in line with St Martins policy, procedures and best practice.  Provide day to day support to ensure all finance related functions of the organisation run smoothly and efficiently and information required is provided within agreed deadlines.
· Assist the CFO in gathering appropriate information in relation to grants to ensure the terms and conditions of funding awards are understood and complied with and provide financial information to support monitoring and reporting of funding awards.
· Be aware of the impact of any changes in legislation and perceived good practice on the day-to-day operation of the finance function

	Behaviours
	· Open – we are open in our communications, ways of thinking and committed to honest relationships with our supporters and stakeholders.
· Progressive – we are committed to continuous improvement in every aspect of our work at St Martins.
· Nurturing – we care about the work we do, the people who use our services, our fellow team members, and the environment.
· Tenacious – we always go the extra mile, and we never give up. Ability to take ownership of own work, behaviours and actions 
· Proactive and prepared to take considered risks
· Team player; sharing information for the benefit of our organisation and the services we deliver
· A belief in continuous improvement, receptive to change and willing to learn from mistakes
· Positive attitude towards work, colleagues and the organisational vision
· Always willing to listen and give team members the time they need

	General
	· Recruit, supervise, appraise and develop direct reports
· Ensure that all activities are cost effective and in line with budgetary requirements.
· To contribute to the development of St Martins strategies and policies 
· Represent the organisation in public forums, professional conferences and events as requested by the CFO.
· Undertake any other duties that are within the scope of the role, which the CFO may reasonably request
· At all times to behave in a manner becoming to the post and the professional reputation of the organisation
· Foster among the volunteers and employees of the organisation, by example, training and supervision, the highest standards of service towards the people who use our services
· Preserve the confidentiality of information to which you are privy by virtue of the position
· You will attend regular team meetings as part of team and service awareness and for the purpose of team and personal development.
· St Martins promotes and endorses a flexible approach to our work and expects all team members to be flexible and open to new ways of working as appropriate to your role. As we learn, we share, we develop, we grow.

· You will be aware at all times of the health and safety of yourself, colleagues, and the people we support, complying with the Health and Safety policy and service-specific procedures/rules that apply to this role.



	Dimensions


	Reports To:  Chief Financial Officer 
Responsible For:
· Senior Finance Officer
External Customers: People who use our services, commissioners, suppliers, stakeholders and other organisations
Internal Customers:  St Martins team members
Location:  Norwich



	Special Features


	The postholder will be required to undergo a standard Criminal Records Bureau check and to comply with the St Martins Confidentiality Policy.




Person Specification
	
	Essential

	Desirable

	Experience and knowledge
	Experience of working in a senior position working alongside senior management.
	Experience as a management accountant

	
	Good understanding of the construction of management information and budget preparation
	Experience of working with St Martins client group or similar.

	
	Experience of working across teams to provide financial support and advice
	Ability to drive with full driving licence and access to a suitable vehicle.

	
	Experience in reconciliations and statutory accounts preparation.
	

	Attributes
	Organised and efficient and able to work to deadlines
	

	
	Supportive and interested in understanding the work of the organisation
	

	
	Have a dynamic, energetic, enthusiastic and proactive approach towards work related issues.
	

	
	First class verbal and written communication skills
	

	
	Natural problem solver and innovator 
	

	
	Excellent team player
	

	
	Strong interpersonal and relationship building skills
	

	
	Ability to demonstrate a positive approach and to champion cultural and organisational change
	

	
	Self-motivated and ability to work on own initiative.
	

	
	Have a caring and supportive attitude towards the people who use our services and team members
	

	
	Honesty and integrity is essential
	

	
	Attention to detail
	

	Skills
	Experience of using Finance systems (e.g. Sage Intacct)
	

	
	Strong IT skills particularly Advanced Excel
	


	
	Problem solving skill set, being able to work through queries in a methodical way with high attention to detail.
	

	
	Knowledge of financial procedures and internal financial controls 
	

	
	Experience of managing teams and individuals 
	

	
	Ability to communicate and translate financial information at all levels, including non-financial team members and stakeholders

	

	Qualification
	Part/Fully Qualified Accountant or Qualified by experience with minimum of 2 years within a similar role.
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