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Finance Manager
Closing Date: 9am 13th June 2022
Interview Date: TBC
Introduction

Thank you for considering applying for the role advertised.  This pack has been created to help you learn more our Inspiring Communities Together and ensure that you complete a good quality application.
Further information about Inspiring Communities Together and the work we do can be found on our website: www.inspiringcommunitiestogether.co.uk   
Please do visit our website as we want applicants to be able to understand who we are as an organisation and also to be able to demonstrate how their skills and experience meet the requirements of the advertised role. 

Information for applicants

In this pack we have provided you with information and guidance to help you through the application process but should you have and difficulties please do not hesitate to contact Bernadette Elder, CEO via email on bernadette@inspiringcommunitiestogether.co.uk
All applications must be submitted by email and completed electronically.  No handwritten applications will be accepted.  Application is via CV and covering letter. Please note that applications will not be considered where a complete CV and covering letter outlining suitability against the person specification is not submitted.
Please complete and return the equality monitoring from with your CV and covering letter.

Your CV should be no more than two sides of paper and should contain: 
· A summary of your employment history 

· Any relevant qualifications, including education  

· Personal information 
· Details of two references who we may contact if you are offered the position 
Please ensure your covering letter (no more than 2 sides of paper) includes the following information:

· Your suitability for the role against the person specification outlined below. This is a key part of the process which allows you to provide evidence of your experience, knowledge, skills and abilities that are relevant to the role as described in the role profile. 

· At least one example of your previous experience (paid work or volunteering) for each person specification requirement. 
Top tips

· Don't be afraid to highlight your accomplishments and unique selling points and don't shy away from confidently stating you can carry out certain competencies well.
· Don’t rewrite your CV - your cover letter and CV should work together but they shouldn't repeat each other. Use your cover letter to add context and detail to certain skills and experiences mentioned in your CV - always keeping in mind the job description/person specification.

· Don’t writing your life story - it's easier to waffle in your cover letter than on your CV but don't fall into this trap. You need to keep cover letters concise and to the point. 
· Don’t forget to proofread - Your cover letter is your first impression. If your letter includes any misspelled words or grammatical errors, that becomes our first impression of you. 
· Don’t use a standard template – It is easy to copy and paste from a standard template but this just shows you have not spent time selling yourself.
Please return you completed documents by 9am, Monday 13th June 2022 to office@inspiringcommunitiestogether.co.uk using the reference FinMan in the subject header.
Interview date to be confirmed 
Acknowledgement and feedback
You will receive an email acknowledgement of your completed application.  Should you be unsuccessful at the shortlist stage, you will be notified by email.   Invitations to interview will be sent via email.
All unsuccessful applicants are welcome to ask for feedback on the reasons for not being shortlisted or selected at interview stage.  Feedback for not being shortlisted will only be given by email.  
Feedback following non-selection at interview stage can be given by email or telephone at an agreed time. 

Successful applicants are required to become members of Inspiring Communities Together.

Thank you for your interest in Inspiring Communities Together. Please take care of yourself and those around you.
Yours sincerely
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Bernadette Elder

Chief Executive Officer
Job Description – Finance Manager

	Job title: 
	Finance Manager



	Team: 
	Senior Management Team



	Salary:
	£17.06 per hour (full time £31,058.08 per annum)



	Hours: 
	21 hours per week - must be flexible to meet the needs of the post including occasional evenings


	Location: 
	This post will be offered on a blended working arrangement, working from our main office at the Innovation Forum and at home. You may also be expected to travel across Salford and GM for meetings for which milage can be claimed. 



	Responsible to: 
	CEO




Job Overview

This is a senior role within our rapidly expanding charity with wide ranging responsibilities for the financial management and pay roll of the organisation.

The post holder will have overall responsibility for all financial systems, reports, payments and controls operated across the charity. Providing timely financial reports to the senior management team and the Board of Trustees.
The post holder will work closely with the wider management team on budget setting and income and expenditure, reporting directly to the CEO and the Board of Trustees – A close relationship and regular meetings with the Treasurer are a key element of this role. 

The role requires extensive knowledge and experience of using online accounting systems – The Charity uses Quickbooks. You will be required to manage the day to day finance of the Charity including invoicing, data input and monthly reconciliations. 
Alongside the daily financial controls the post holder is responsible for the payroll of all staff including pensions and reporting to HMRC, this is also carried out through Quickbooks.
Main duties and responsibilities

Senior leadership and organisational management

· Prepare monthly accounts and reports ensuring they are delivered in a timely manner 
· Prepare annual budgets including a cash flow forecast and continually monitor reporting directly to the CEO any concerns.

· Interpret and analyse financial information in order to assess the performances of the organisation.

· Manage the preparation of statutory accounts at year end

· Provide analysis of management information when requested
· Successfully safeguard the charity from risk in accordance with internal policies and procedures as well as grant requirements and Charity SORP Accounting

· Attend monthly management meetings and bi-monthly board meetings to provide financial reports 

· Review, document and continuously improve systems and process controls within the finance function including ensuring all financial management  policies and procedures are  up to date and implemented
· Work closely with Director of Operations to ensure procurement and contract management processes are in place
· Work closely with management team to ensure funding opportunities are inclusive of full cost recovery 
Human Resources

· This post has no line management responsibilities
Operational and compliance 

· Payments and raising of all invoices 

· Allocation of restricted and unrestricted funds

· Monitor creditor / debtor / bank balances

· Allocating all income and expenditure into quickbooks against correct cost codes

· Ensure reconciliation of all income and expenditure against the balance sheet each month
· Prepare and process staff payroll, including pension contributions and auto enrolment processes when applicable including payment of staff and pension contributions

· Year end/monthly HMRC documentation and payments
Other

· Attend and report to the Board of Trustees when required.

· To deputies for the Chief Executive Officer as and when required

· To lead team meetings, supervision sessions and any external meetings as required

· To work flexibly and undertake, when required, other duties associated with supporting the needs of the organisation, which may be reasonably determined by the line manager and/or board of trustees
· To work flexibly and attend meetings and events outside normal working hours (evenings and weekends) for which notice will be given 

· To undertake training and professional development as and when required

· Ensure high levels of professional conduct including punctuality, dress, presentation and administration

· Comply with the policies of Inspiring Communities Together at all times

	Review arrangements

	The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the organisation will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.


	Date job description prepared/revised:

	13 May 2022

	Prepared/revised by: 


	Bernadette Elder

	Agreed job description signed by holder:
	


Personal Specification
Note to applicants: 

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so will mean that you will not be invited for interview.  

	Essential criteria



	
	Financial accounting qualification or working towards

	
	Minimum of 3 years working in a finance environment

	
	Experience of working with Quickbooks or similar accounting system

	
	Excellent written and verbal communication skills with a confident manner 

	
	Understanding of the need for confidentiality in all aspects of the post

	
	Excellent numeracy skills, computer literate with good operational knowledge of Microsoft packages

	
	To be able to plan and organise your own workload and manage your time. 

	
	Ability to prioritise a heavy workload, manage tasks simultaneously and perform effectively under pressure

	
	To be able to set up and maintain appropriate systems for the management and accurate reporting of the organisations finances

	
	Excellent interpersonal skills to communicate effectively with all stakeholders, from a variety of backgrounds and ages 

	
	Ability to demonstrate an understanding of the ethos, values and operating environment of voluntary, community and social enterprise (VCSE) sector organisations

	
	Understanding of H&S, Quality Assurance and Safeguarding processes

	Desirable criteria



	
	Local resident of Charlestown, Lower Kersal, Seedley or Langworthy

	Personal qualities 



	
	Ability to act honestly, reasonably and with integrity

	
	Active commitment to equality and diversity

	
	Commitment to promoting the core values of the organisation


Inspiring Communities Together Equality Monitoring Form
At Inspiring Communities Together, we want to know that we are giving people equal opportunities throughout all aspects of our work.  To ensure this happens we need to collect information from you. Please help us by answering the following questions

The information you provide will be used solely for monitoring purposes and will be treated as confidential 

1. I would describe my origin as (please tick as appropriate)

	WHITE
	MIXED BACKGROUND
	ASIAN OR ASIAN BRITISH

	English
	
	White and Black Caribbean
	
	Indian
	

	Scottish
	
	White and Black African
	
	Pakistani
	

	Welsh
	
	White and Asian
	
	Bangladeshi
	

	Irish
	
	Other mixed Background
	
	Other Asian background
	

	Other White background
	

	BLACK OR BLACK BRITISH
	CHINESE, CHINESE BRITISH OR OTHER ETHINIC GROUP

	Caribbean
	
	Chinese
	

	African
	
	Other background
	

	Other Black background
	


	2.
	My gender is:

	Male
	□
	Female
	□

	Prefer to self-describe
	□
	Prefer not to say 
	□


3.         Please tick if you identify as    LGBTQ+        □
4.
Do you consider you have a disability?          Yes             No

5.         Age:  under 18            18-30            31-60           over 60    

 








 








 








           








 








 











Inspiring Communities Together is a Charitable Incorporated Organisation registration number 1157053
Inspiring Housing is a Community Land Trust registration number 8335

