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Staff Job Description

	Position Title:
	Finance Manager

	Salary Scale:
	GH Scale 31 - £25,189pa pro rata

	Status:
	Part Time: 28 - 30 hours flexible working, subject to review.

	Reports to:
	Co-Directors

	Supervision of:
	2 x Part time Finance Assistants


Purpose and Vision of role
The purpose of the role is to ensure that Gaia House fulfils its legal and statutory financial obligations as a charity and limited company.  The post holder will be a member of the management team and must be able to convey financial information to all staff in a way that enables them to understand and contribute to the smooth running of Gaia House finances.

The Finance Department Manager is responsible for advising and informing the Co-Directors, Board of Trustees and other staff as necessary on all aspects on Gaia House’s financial activities.  This is a key role which includes working closely with the Trust’s Financial Adviser and its Auditors in producing annual accounts and returns.

Responsible to:  Co-Directors and Board of Trustees. 

Areas of Responsibility
Financial Management

· In consultation with the Co-Directors, Department Managers and Financial Adviser to produce an Annual Budget for Gaia House.
· To ensure that the organisation collects and keeps the correct financial information to produce audited accounts each year.
· To liaise and work with Finance Consultant and the Auditors and manage the annual audit.
· To produce regular management accounts and financial reports.

· To support all staff in budgeting and financial controls and prepare quarterly departmental reports.
· To monitor all income and expenditure. 
· To manage all aspects of Gaia House’s Bank accounts and act as cheque signatory.

· To manage all aspects of payroll and related HMRC requirements.

· To oversee the administration of all Dana and payments.

· To manage the financial administration of all fundraising activity including donations and Gift Aid.

· To maintain and update the Fixed Assets registers.
· To maintain and update Gaia House Risk Register
· To monitor and review Insurance Policies, Utility and other suppliers’ terms and conditions and make recommendations to the Co-Directors.
· To update and maintain existing financial systems to ensure the smooth running of the department.
Statutory works

· Tax year-end returns of PAYE and NI  

· To complete year-end returns for the Charity Commission

· To carry out the administration of Company House returns

· To supervise pension auto-enrolment requirements.
Working with and advising Co-Directors and Trust
· To inform and advise on all aspects of Gaia House’s Finances.
· To bring to the attention of the Co-Directors any major statutory  or regulatory changes to best practice and advise on their implications.
· To provide financial information and statistics as requested.
· To undertake any necessary research in order to support the Co-Directors and Board of Trustees in their decision making processes.
· To contribute to the organisation’s strategic and business planning.
· To act as Secretary to the Finance & HR Committee.
Departmental Responsibilities
· To manage 2 Finance Assistants, including regular supervision and appraisal.
· To induct and train staff concerning existing and new financial policies and procedures.

· To attend team, management and other meetings as required by the Co-Directors.

· To develop the capacity of the department to incorporate organisational changes and development.

Health & Safety 

· Responsibility for the General Health & Safety relating to this position and in relation to the Gaia House Health & Safety Guidelines.

· To complete and review any relevant risk assessments.
General Duties
· To work as a member of the staff team and report to the Co-Directors
· To exercise commitment to diversity
· To attend Trust meetings from time to time as required by the Co-Directors and Trust or as a manager representative
· Occasional working out of hours may be required.
· The post holder may be required to carry out other duties at a similar level of responsibility and pay from time to time. 

As part of the Strategic Development Plan there will be ongoing reviews and evaluation by the Trust. The postholder should be aware that the job description will be reviewed after 6 months and may be changed or updated as a result.  This will be done within the Supervision and Appraisal structure in place at Gaia House.

Gaia House is an equal opportunities employer.
Person Specification
	Skills & Knowledge
	Essential
	Desirable
	Demonstrated By

	Accountancy or book-keeping qualifications
	Yes
	
	Application form

	Educated to degree/HND2 level
	
	Yes
	Application form

	Experience of Finance Administration in the 3rd Sector including budgets.
	Yes
	
	Application form/interview

	Experience of administration of payroll, including HMRC requirements and pensions.
	
	Yes
	Application form/interview

	IT Knowledge 

Extensive knowledge of Word/ Excel/

Quickbooks
	Yes
	
	Previous Work Experience/Interview

	Knowledge of Sage
	
	Yes
	

	Organisation, project management, and planning skills
	Yes
	
	Previous work experience/interview

	Excellent interpersonal skills in a range of situations
	Yes
	
	References/interview

	Communication skills incl. negotiation, and presentation (oral & written) skills.
	Yes
	
	Application/interview

	Commitment to a regular meditation practice in a Buddhist tradition
	
	Yes
	Application/interview

	Understanding of Gaia House culture
	Yes
	
	Interview

	Experience of participation in silent meditation retreats in a Buddhist tradition
	
	Yes
	Application Form

	Self-motivating & self-managing
	Yes
	
	Previous work Experience/interview

	Experience of staff supervision
	
	Yes
	Previous work experience/interview

	Commitment to team working
	Yes
	
	Previous work experience/interview

	Commitment to addressing diversity issues
	Yes
	
	Interview

	Flexibility in working hours
	Yes
	
	Interview
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