
Job Description     		            	              		              Finance & Business Support

The Job Details

	Job Title:
	Finance & Business Support 

	Salary:
	£26,500 (pro rata if part-time)

	Pension:
	5% of salary - please refer to full Policy for details of options

	Conditions:
	Refer to staff handbook for full details

	Holidays:
	32 days for full year April-March comprising 28 days + 4 fixed public holidays (as per contract).  Any additional leave is detailed within the contract

	Hours of work:
	35 hours per week.  A Time-Off-In-Lieu system operates for any additional hours worked or the normal working day is altered.  We also operate a Hybrid Working system with the ability to work from home (if preferred) for 3-4 days per week.
Whilst this post is preferred to be 35 hours, we would also consider part-time e.g. 32, 30 or 28 hours per week.

	Probationary Period:
	As per Contract

	Notice Period:
	As per Contract

	Responsible to:
	Operational Manager

	Responsibilities for:
	None

	Screening:
	This post is subject to satisfactory references & Disclosure



The Organisation
Carers Link wants to see carers of East Dunbartonshire have the best possible quality of life, through help and support for their caring role and the opportunity to pursue their own needs, interests or work. [image: ]


We are passionate about supporting carers because as staff, we’ve been there.  Some of us are carers now, whilst the others have been carers in the past.  Quite simply, we get it.  We know the tiredness, the guilt, the frustration, the loneliness, the sadness that can all come with caring responsibilities.  But we have also seen a community of carers grow locally over the last 20 years, sharing in their support of one another, sharing in their laughter, in their tears and sometimes both at the same time.

This shared experience is one of the things that makes Carers Link TRUSTED.  Carers share so much of themselves with us because they trust us – not just to keep information confidential but to be there for them and to do what we say we will.  

The Job

Strong and pro-active financial management is a pre-requisite in supporting Carers Link to achieve our vision and for the long-term sustainability of the organisation.

As such, the role of Finance & Business Support is a vital ‘cog in the wheel’ through leadership of our financial management, reporting and accounting systems, identifying and taking forward any developments which may be required to ensure their effective operation.  The post also plays a key part in the organisation’s strategic priorities, driving the sustainability of Carers Link through robust and proactive financial planning and management. 

The Finance & Business Support is therefore responsible for the day-to-day and the strategic management of our finance functions, from SAGE data entry to preparing fully accrued monthly management accounts for the board and for the annual audit, as well as taking responsibility for the software packages used and the quality and efficiency of all data processes for finance and payroll. You will assume complete responsibility for financial data within the organisation and its internal reporting.  You will work with external auditors to meet the annual reporting requirements and have responsibility for financial contracts, invoice payments, expense claims and credit control.   

You will also provide some limited Business Support to the Operational Manager, CEO and Board of Directors, helping when necessary with Governance, HR and Activity/Event Co-ordination.  

The job description will be supported by objectives agreed in consultation between the Office Manager and the post holder in line with the business plan.


The Tasks

Please note that % allocations are approximate and will vary depending on activities or time of year
e.g. financial year end or AGM etc.

Financial Support (Approx 40% of your time)

· Provide all aspects of payroll (4-weekly), ensure prompt and accurate salary payments and HMRC requirements, taking into account additional situations such as sick leave or other permitted leave arrangements. (We utilize Iris for Payroll)
· Liaise with external agencies in relation to organisation and monthly payment of staff pensions.
· Prepare and make payments against invoices, expense claims and placement of orders.
· Enter all transactions to SAGE, and carry out monthly cash analysis and bank reconciliations.
· Carry out banking duties including paying in/cashing cheques and general account liaison.
· Maintain computer and manual systems for financial information and archives.


Financial Reporting & Analysis (Approx 40% of your time)

· Work with the CEO and Fundraising Co-ordinator to prepare financial budgets for new contracts or grant applications, ensuring services are financially viable. 
· Ensure Funders of Services/Projects are entered on the organisation database and the need for financial reports to funders is diarised and prepared.
· Work with the CEO to prepare budget projections for individual service areas as well as the overall organisation.
· Provide quarterly budget/expenditure reports to individual budget holders and monitor for any variance (deficit or underspend).
· Undertake and manage monthly reconciliations of income/expenditure to systems and management accounts and resolve any anomalies.
· Prepare all documentation for Year End Accounts and liaise with Carers Link’s Auditor regarding the annual audit.
· Assist the CEO in preparation of quarterly management accounts for Board of Management and participate in meetings of the Finance Sub-Groups and/or Board of Management as required.
· Participate in the production of all financial plans, cash flow projections, budgets, actual results, and forecasts ensuring they are prepared, analysed, and reported in a timely manner.
· Develop and maintain a quarterly key Performance Indicators dashboard for Finance
· Assist the CEO with financial policy development; writing procedures and developing record systems.


Purchasing & Supplies (Approx 5% of your time)

· Ensure the organisation is adequately covered by required insurance for all staff, public, equipment and activities including Public Liability, Employers Liability, Professional Indemnity and Death-in-Service
· Liaise with utility suppliers and other organisational administration regarding contracts or leases including those related to office premises, being pro-active in recommendations for potential savings.
· Manage the purchase of office supplies, stationery and equipment.


Fundraising (Approx 5% of your time)

· Oversee the submission and review of regular gift aid claims and maintenance of gift aid processes and rules within wider organisation.
· Ensure the Fundraising Co-ordinator and CEO are kept up-to-date with details of donations and regular giving.


Business Support (Approx 10% of your time)

· Provide governance support to the Operational Manager and CEO assisting with organisation of our AGM, scheduling board meetings and taking confidential minutes, managing correspondence, and ongoing liaison/communication with board members.
· Support the day-to-day operations of the office/duty rota, including point of contact for enquiries, answering telephone, greeting visitors etc.  
· Assist with the administration required for organising events such as our AGM or Carers Week as well as regular activities e..g. room bookings, catering etc.


Organisational Responsibilities

· Be aware of the aims and objectives of Carers Link and work to ensure these are achieved.
· Adhere to agreed budgets and timescales.
· Work within the policies, principles and good practice of Carers Link, in particular adhering to confidentiality at all times in relation to information accessed through role involvement.
· Make effective use of training opportunities made available.
· Any other task that may be reasonably requested of the post.





[bookmark: _GoBack]The Person

	Carer Experience
	Essential
	Desirable

	Personal experience or understanding of being a Carer
	
	

	Values
	Essential
	Desirable

	Be true to your word - Be honest and act with integrity, deliver what you say you will do (but don’t promise what you can’t)
	
	

	Recognising individual circumstances – Treat people with dignity and respect, whether carers, staff, volunteers or partner organisations
	
	

	Time for you – Be willing to have a cup of coffee with someone (virtual or otherwise), chat and importantly, listen
	
	

	Embracing change - Have a positive, energetic and ‘can do’ approach. Be creative at problem solving.  A sense of humour helps too!
	
	

	Do your best in all that you do – Have high standards in the quality of your work whether supporting carers or typing up notes on the database.  Always seek to continually improve what you do and contribute to the improvement of the organisation
	
	

	Be a team player and support your colleagues to ensure goals are met
	
	

	Behave in a way which builds a strong reputation for Carers Link
	
	

	Specific Experience or Skills
	
	

	Experience in a similar role (although not necessarily within a charity) in book keeping or finance administration 
	
	

	Experience of leading on the preparation of budgets and forecast/ projections and monthly reporting processes
	
	

	Ability to analyse and evaluate complex information
	
	

	Experience of administrating a payroll scheme (preferably Iris)
	
	

	Knowledge of Pension criteria 
	
	

	Working knowledge and experience of SAGE 
	
	

	Excellent IT skills of MS Office suite (Word, Excel & Outlook) 
	
	

	Communication Skills
	Essential
	Desirable

	High degree of written, verbal and listening skills
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Our values in action
TRUSTED

True to our word,
we do what we
say we will




