Background information
This is an exciting time of change at the Aldingbourne Trust.  We are continuing to develop our services to meet the needs of people who have a learning disability and are embarking on a major plan for one of our main sites.  

We are a registered charity with a turnover of £2.7m & receive the majority of our funding from the fees we charge to support people.  Our funding base has become more complex, with a range of income sources, including trading activities via social enterprises.  We will be establishing a trading company this year.
The Head of Finance is a new post, key to the smooth running of our operations.  The Head of Finance will form part of the Senior Management Team & work closely with the Managing Director & Trustees. This is an exciting opportunity to join an organisation which is at a turning point in its history & to play a part in shaping the next phase.
Job Description

Project:

Central Office

Job title:

Head of Finance

Work location:
Aldingbourne Country Centre, Blackmill Lane, Norton, Chichester

Responsible to:
The Managing Director

Responsible for:
Finance Liaison Workers & Accounts Assistant

General purpose:

This is a key post within the Aldingbourne Trust, you will be expected to support the Charity and trading company, develop & maintain excellent working relationships & effective working systems which meet statutory requirements, implement appropriate financial performance measures, direct, innovate, process complex information & lead a finance team.  The Head of Finance will play a strategic role in the Trust, advising the Managing Director & Board of Trustees on best practice, developments & methods of supporting our objectives.
Main duties & responsibilities:

1. Systems & procedures 

1.1 Develop & manage the Trust’s day to day financial systems, procedures & controls in order to ensure production of timely & accurate financial management documents.

1.2 Continually evaluate & improve the accounting systems to ensure they remain efficient & fit for purpose to meet the needs of a charity & trading company.
1.3 Implement & monitor appropriate performance measures.

1.4 Lead on internal control reviews & make recommendations regarding working practices/policies.

1.5 Liaise with the Trust’s payroll company.
2. Budgeting
2.1 To lead on drafting & reviewing the Trust’s budgets, working closely with the Managing Director, Senior Management Team, Project Managers & Finance Committee of the Board.  To produce accurate, accessible & timely budgeting documents.
2.2 Undertake analysis of project’s income & expenditure trends to inform the budgeting process.

2.3 Negotiate discounts with suppliers & review utilities on a regular basis to ensure the Trust obtains best value.

3. Accounting

3.1 Ensure all routine accounting functions are carried out accurately & to required timescales.  This includes purchase & sales ledgers & banking.

3.2 Prepare accurate monthly management accounts for the Managing Director & Senior Management Team within agreed timescales.

3.3 Prepare cashflow projections & report on cashflow monthly.  Manage a credit control system to ensure prompt payments are received & bad debts are resolved.
3.4 Generate monthly statements of income & expenditure for budget holders, working proactively & supportively to assist them to manage their budgets.
3.5 Generate financial reports for funding agencies as required.

3.6 Ensure the accurate & timely preparation of statutory accounts, including liaison with the Trust’s auditors.

3.7 Manage & oversee the preparation of all statutory returns including VAT & tax repayment claim forms.
3.8 Respond to requests for information/clarification from colleagues, customers, funders.
4. Board & External Relationships

4.1 Prepare appropriate financial reports for the Board of Trustees & the Finance Committee, attending Board & Finance meetings to present & answer queries.

4.2 Advise the Board on the appointment of auditors & at regular intervals (minimum of 5 years) lead a tender process for their appointment.

4.3 Lead & initiate liaison with auditors, bankers, business advisers & funding partners.

5. Insurance, investments & assets

5.1 Maintain adequate insurance cover for the Trust’s operations & review annually.

5.2 Liaise with the Trust’s Investment Manager & advise the Finance Committee on investment mix to obtain an appropriate return.

5.3 Maintain a fixed asset register & associated depreciation calculations.

6. Pension

6.1 Liaise with the Trust’s pension adviser to ensure effective management of the pension scheme.

7. Management

7.1 Manage the finance team, ensuring the department’s work is delivered to high standards & meets required deadlines.

7.2 Lead on finance recruitment & induct, supervise & appraise finance staff. Ensure training needs are identified and met.

7.3 Ensure correct & safe working practices are adhered to.

8. General

8.1 Play an active role in the strategic development of the Trust as a member of the Senior Management Team.  

8.2 To lead on appropriate costing models & provide information on unit costs. 

8.3 To lead on modelling new & existing projects & work with the Senior Management Team in accessing grants & donations.  To actively support the Senior Management Team with tendering/commissioning/bidding for existing & new services.  This may include accompanying managers to meetings with commissioners and funders.
8.4 Keep up to date on current financial legislation & accountancy practice & advise the Managing Director & Senior Management Team accordingly.

8.5 Ensure you maintain a programme of continuing professional development, effectively participate in training, seminars, finance networks & seminars.  Regularly reflect upon your contribution to the Trust’s work & ensure a culture of continuous improvement exists within the finance team.

8.6 Comply with the Trust’s policies.
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Person Specification

Essential:

· Support the values of the Aldingbourne Trust.
· A recognised professional accountancy qualification.

· Full driving licence & use of own transport for business purposes.

Proven skills in:-

· Management accounting.
· Financial accounting, including nominal ledger, cash book, purchase ledger & sales ledger.
· Budget setting, cashflow & forecasting, dissemination & monitoring.
· Team leadership & motivating staff.  Ability to work flexibly as an active member of a lively, busy team.
· Initiative & analytical approach to problem solving.
· High degree of computerised accounting & spreadsheet literacy, including statutory returns & integrated accounting systems.
· Excellent written & spoken communication skills at senior & junior level, with the ability to translate accounting issues to non-finance colleagues.
· Ability to prioritise & meet deadlines.

Desirable:

· Understanding of the specific financial responsibilities required of charities.
· Experience of working in a multi-site organisation.
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Terms & Conditions

· 35 hours per week – (Monday – Friday).

· Salary will be in the range of £35,000 - £40,000.

· Pension:  The Aldingbourne Trust will contribute 7% of your salary.  Employees contribute 3%.
· Life Assurance:  x2 your annual salary.
· Annual leave:  20 days + Christmas close-down (5 days) + Bank Holidays.
· Sick leave:  
4 weeks year 1
8 weeks for subsequent years.

· Family/carer’s leave:  5 days per annum.
· Access to 24 hour counselling advice line.

· Cycle Scheme.

· Childcare voucher scheme.
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