
WARWICKSHIRE COMMUNITY AND VOLUNTARY ACTION

Job Description

Post Title:

Finance Manager       


Responsible To:      Chief Executive
Responsible For:
Finance Assistant and Payroll Administrator

Location:
Hybrid – Home and 4&6 Clemens Street, Leamington Spa, Warwickshire CV21 2DL 
Hours:
 30 hours per week (to be worked flexibly)

Salary: 
 £42,230 per annum pro rata
Duration: 
 Permanent, subject to funding

Job Purpose: To provide sound, effective and efficient overall management of the organisation’s finances and controls in line with Charity SORP and identify areas of financial opportunity and risk in line with sustainability 
The Finance Manager is a member of the Senior Management Team 

Main Duties and Responsibilities:

· To maintain CAVA’s financial management systems, records and reports.
· To ensure all legal and statutory accounting standards. 

· To prepare the annual budget for the organisation

· To prepare management accounts for the Senior Management Team, Chief Executive, Board of Trustees and identify areas of risk and opportunity in relation to financial sustainability
· Attend Board Meetings 

· To be responsible for bank, end of year/month reconciliations 
· Attend Senior Management Team meetings as required and work with its colleagues to ensure all financial control of processes are compliant

· To provide support and supervision to line managed staff and delegate tasks, accordingly, ensuring financial data is accurately inputted and processed.
· To prepare and deliver internal training on financial management and budgeting.

· To ensure that the Financial Scheme of Delegation is adhered to and that all transactions are appropriately authorised.
· To advise on the preparation of budgets for funding applications ensuring that the principles of full-cost recovery are applied.
· Assess grants and contracts for any VAT liability and make VAT returns on time and compliantly in line with HMRC
· To liaise with the appointed Auditors and ensure annual accounts are appropriately prepared and signed off. 
· To liaise with our Bankers ensuring that our deposit and current accounts are kept in appropriate funds and maximising investment returns  
· Support investment schemes, processes including the payroll service
General 

· To participate in individual supervision sessions with the line manager.

· To attend and contribute to regular WCAVA team meetings.

· To undertake relevant training agreed with the line manager.

· To report under the agreed performance management system to the line manager.

· To comply with WCAVA’s work programme, policies and procedures.

· To partake in WCAVA events including AGMs and Open Days
PERSON SPECIFICATION – Finance Manager
The successful candidate will need to demonstrate:
	CRITERIA
	E or D =

Essential or Desirable
	Assessed:

A = Application form

I  = Interview

T = Test at Interview

	WORK EXPERIENCE
	
	A
	I
	T

	Significant experience at senior financial controller level
	E
	√
	√
	

	Proven experience of performance and direct management and supervision of a finance team
	E
	√
	√
	

	Proven experience of budget preparation and presenting financial and management accounts
	E
	
	
	

	Proven experience of preparing and presenting financial and management accounts, reports and data
	          E
	√
	√
	√

	Evidence of timeliness and accuracy of internal and external reports, including progress updates, quarterly reviews, and annual assessments.
	          E
	√
	√
	√

	Analytical mindset with the ability to translate data and insights to identify potential risk and opportunity
	          E
	√
	√
	√

	Experience of liaising with auditors, business advisors and board members
	          E
	√
	√
	√

	Proven experience of VAT and partial exemption
	E
	
	
	

	Proven experience of Pension & Auto Enrolment and payroll processes 
	E
	
	
	

	QUALIFICATIONS/KNOWLEDGE

	Qualified accountant to at least CIMA, ACCA, ACA or CIPFA level
	E
	√
	√
	

	Knowledge and use of SAGE and wider accounting software
	E
	√
	√
	

	Proficient IT skills particularly in Microsoft Office
	E
	
	
	

	Knowledge of management systems for all accounting functions including purchase ledger, sales ledger, payroll, cash and baking and nominal ledger
	E
	
	
	

	Knowledge of SORP requirements and Charity Accounting practices
	E
	
	
	

	SKILLS AND ABILITIES

	Excellent verbal and written communication skills
	E
	√
	√
	

	Strong eye for detail and scrutiny of figures and transactions
	E
	
	
	

	Ability to work on a number of tasks at the same time; manage conflicting priorities; meet deadlines
	E
	
	
	

	Ability to maintain confidentiality 
	E
	
	
	

	Ability to build and maintain effective relationships with colleagues, partners and stakeholders 
	E
	√
	√
	√

	Excellent communication skills, both written and verbal, with experience in report writing at all levels
	E
	√
	√
	

	Commitment to the mission and values of the VCFSE sector
	E
	√
	√
	

	Friendly, approachable and objective 
	E
	√
	√
	

	Proven ability to liaise with statutory agencies, e.g., Charity Commission, Inland Revenue and HM Customs and Excise
	E
	√
	√
	

	Ability to travel between CAVA offices as required
	E
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