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Job Description 
Job Title:
                     Finance Manager 
Main Purpose:  
           Oversee the Financial Health of the Organisation  
Relationships:

Reporting to CEO
Based at:

           North London Business Hub 
Contract: 

Permanent part-time 28 hours per week
Salary band actual:  
£44,400.00 to £52,400.00 per annum
Summary

This role is responsible for the financial health and fiscal integrity of the organisation. This critical role encompasses the management of all financial operations, including budgeting, forecasting, grant and contract financial management, financial reporting, compliance, and internal controls specifically tailored to meet the needs of a not-for-profit company. This role is part of the senior management team, working to ensure financial strategies support the organisation’s mission.
Key Responsibilities:
· Preparation of monthly Management Accounts with commentary; presenting them quarterly to the Board and regularly to the Property and Finance Sub Committee.
· Preparation of Annual budget.
· Preparation of Year End accounts and schedules for the auditors.
· Manage the audit process and act as main contact for the annual external audit.
· Minute taking at Board meetings.
· Review systems and procedures to ensure the efficient and effective management of company’s finances.
· Creation of ad hoc financial reports when required.
· Preparation of payroll in the Iris system and VAT returns.
· Oversee credit control systems in all aspects of the company.
· Maintain a fixed asset register and verify the assets.
· Undertake annual and periodic review of expenditure to obtain savings where possible.
· Preparation of quarterly financial claims and preparation for programme audit visits/enquiries.
· Assistance with procurement exercises and monitoring contractors’ expenditure thresholds. 

· Oversee the financial aspects of the company’s investment property at Queensway.

· Manage and mentor a Finance Assistant.

· Evaluate and manage all financial software and systems to ensure efficiency and data security. 

· Responsible for safekeeping of confidential financial information and periodic archiving of data.
· Maintain regular consistent and professional attendance, punctuality and personal appearance.
· Adhere to stated policies and procedures relating to Financial Procedures, Confidentiality, Data Protection/GDPR, Quality Management and Health and Safety.
· Understanding of and a commitment to Equal Opportunities.
· Adhere to procedures relating to the proper use and care of equipment and materials for which the role has responsibility.
· Pursue personal development of skills and knowledge necessary for the effective performance of the role.
· Work as part of the Enterprise Enfield staff team and any other duties not specified here that are needed as part of the role.
Person Specification

About you: 
	Requirement:     E = Essential     D = Desirable 

Assessment via:     A = Application     I = Interview   
	E or

D
	A or 

I

	Experience & Qualifications
	
	

	CIMA, ACCA or ICAEW (consideration for very experienced non-qualified)  
	E
	A

	Experience of working as an accountant, with 3 years’ experience working in a senior management role i.e. Management Accountant, Finance Manager 
	E
	A&I 

	Experience of managing a team
	E
	A&I

	Strong proficiency with Sage financial management software and advanced Microsoft Excel 
	E
	A & I

	Experience of working in the third sector / not-for-profit organisation and reporting to a Board
	E
	A&I

	Knowledge
	
	

	Clear understanding of double entry bookkeeping
	E
	A & I

	Preparation of returns to funding bodies
	D
	A

	Understanding of VAT in a small business
	E
	A

	Knowledge of the business support sector
	D
	A

	Understanding of Equal Opportunities for colleagues and clients 
	E
	I

	Skills & Competencies
	
	

	Excellent numerical skills
	E
	I

	Excellent report writing skills 
	E
	I

	Excellent communication, interpersonal and presentation skills to effectively communicate financial information to non-financial colleagues   
	E
	I

	Comfortable working as part of a team and on your own when necessary
	E
	A&I

	Ability to multitask 
	E
	A

	Ability to prioritise work and meet deadlines
	E
	A


This role is located in Barnet and Southgate College (Southgate campus) and will require an Enhanced DBS record check to be obtained prior to appointment.  
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