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JOB DESCRIPTION

Job Title:			Director of Finance (Finance Director)
Accountable to:     		Executive Director  

Job Summary:  		
The Director of Finance is a member of the executive team, reporting to the Executive Director. The role leads the charity’s finances: owning financial strategy, planning and reporting, keeping the charity compliant and financially sustainable, and acting as the Board of Trustees’ main source of financial advice. It also oversees payroll and the organisation’s IT and telecoms arrangements.

Key Responsibilities
Financial Strategy and Planning
· Lead the organisation’s financial strategy and medium-term financial plan, ensuring alignment with overall organisational goals.
· Lead the annual budget, forecasting and reforecasting, working with budget holders across services, retail and support functions.
· Regularly analyse financial performance and implement measures to improve financial efficiency and cost management.
· Manage cash flow, reserves, investments and capital expenditure decisions to support the organisation’s strategic objectives.
· Provide financial input to bids, tenders and contract negotiations, including full cost recovery pricing.
· Support the executive team to assess new income opportunities and partnerships.
Reporting, Compliance and Governance
· Provide regular financial information and analysis to the Board of Trustees and executive team, including monthly management accounts.
· Prepare the annual statutory accounts under the Charities SORP and manage the external audit.
· Direct and ensure compliance with all regulatory and financial reporting requirements (Charity Commission, Companies House and HMRC, including VAT and Gift Aid).
· To review the restricted, designated and free funds on a regular basis, to ensure compliance with donors stated wishes and the organisation’s policies on reserves and fund accounting.
· To monitor and advise on current and future tax and pension legislation with a view to optimisation.
· To ensure that the organisation has in place robust, compliant financial systems and procedures and that these are adhered to by all staff.
· To manage the organisation’s banking and insurance arrangements.
Payroll
· To oversee the payroll function to ensure employees are paid in an accurate and timely manner.
· Ensure compliance with PAYE, pension automatic enrolment and related obligations.
IT
· Oversee the organisation’s IT and telecoms, including the management of support providers and contracts.
· Ensure systems are secure, reliable and support data protection obligations.
· Lead IT procurement and budget management, ensuring value for money from suppliers.
· Work with other departments to ensure systems meet service and operational needs.
Leadership and Team Development
· Build, mentor and lead the finance team to ensure high performance and continuous learning.
· To identify appropriate training and development needs for the finance team, assisting in their development.
· Contribute to organisational strategic planning and decision-making as a member of the executive team.
· To work effectively with all people, developing productive relationships with colleagues, volunteers, Trustees, Age UK National and external partners.
Risk Management
· Identify and assess financial, operational and IT risks, implementing appropriate risk management strategies.
· Maintain, review and implement both risk and fraud risk registers, reporting to the Board of Trustees as required.
· Ensure strong internal controls and governance are maintained across the organisation.

Training and Development
1.	Undergo mandatory and departmental training and development as required.
2.	Evaluate training undertaken and integrate it into your work programme.
3.  To comply with any continuous professional development obligations incumbent on the individual post holder.

Health and Safety 
1.	Adhere to Age UK Leicester Shire & Rutland’s Health & Safety Policy and related policies mentioned therein.
2.	Where applicable ensure project activities are risk assessed in line with the organisation’s Health and Safety policies and procedures.

Working Practices/General
1. As well as the Health & Safety policies and procedures above, adhere to and implement all other Age UK Leicester Shire & Rutland’s policies and procedures as well as the Personal Care Policies if relevant to your role.
2. Age UK Leicester Shire & Rutland is committed to its charitable aims, and fundraises in order to provide accessible services for the older people of Leicester, Leicestershire and Rutland.  Age UK Leicester Shire & Rutland expects all its employees to partake, when possible, in events which support these charitable aims.
3. Age UK Leicester Shire & Rutland expects all staff to have basic IT skills to enable them to use the systems within the organisation and have a willingness to embrace new technology as it is introduced.  Training will be provided to staff who require it.
4. To undertake any other duties that may reasonably fall within the purview of the job.

This Job Description sets out the responsibilities of the post at the time it was drawn up. Such responsibilities may vary from time to time without changing the general character of the post or level of responsibility entailed. Variations are a common occurrence and do not of themselves constitute additional responsibilities.


Signed ……………..……………………………         Date …………………………………………….

____________________________________________________________________________
(Please print name) 




	PERSON SPECIFICATION
	Essential
	Desirable

	QUALIFICATIONS
	
	

	A professional accountancy qualification from a CCAB body (ICAEW, ACCA, CIPFA, ICAS, CAI) or CIMA, with current membership
	
	

	A degree qualification or equivalent evidence of continuous professional development
	
	

	A Management/Leadership Qualification
	
	

	KNOWLEDGE AND EXPERIENCE
	
	

	Senior finance leadership, at Head of Finance level or above
	
	

	Producing management accounts and board-level financial reporting
	
	

	Experience of setting/ monitoring budgets and forecasts
	
	

	Preparing statutory accounts and managing an external audit
	
	

	Experience of pensions, automatic enrolment, VAT, and payroll systems
	
	

	A proven track record of leading and developing a finance team to high levels of achievement
	
	

	A successful track record of managing financial risk and internal controls
	
	

	Evidence of a detailed understanding of working within Trustee Boards or similar governing bodies
	
	

	Experience of working with SORP and/or a not for profit organisation
	
	

	Experience of partial exemption VAT and Gift Aid
	
	

	Experience of overseeing IT or outsourced IT support contracts
	
	

	Experience of costing and pricing bids, tenders or contracts
	
	

	Experience of managing change, including finance system or process improvement
	
	

	Experience of developing and implementing policy
	
	

	A working knowledge of relevant legislation including the legal and financial context of a charitable organisation
	
	

	Experience of multi-site or retail operations
	
	

	SKILLS AND ABILITIES
	
	

	Ability to present complex financial information clearly and concisely in writing or verbally, with excellent written and spoken English
	
	

	Analytical skills with the ability to exercise sound judgement and sensitivity
	
	

	Ability to build effective teams and relationships and achieve results through others by leading, inspiring and motivating others
	
	

	Ability to build and maintain effective relationships with colleagues, partners and the Board of Trustees
	
	

	The ability to achieve change and results through influence, negotiation and collaboration
	
	

	Advanced Excel skills and experience of accounting systems
	
	

	Experience of using AI tools, such as Claude, to improve finance processes and reporting
	
	

	PERSONAL QUALITIES
	Essential
	Desirable

	Understanding and a commitment of equity, diversity being fair and inclusive 
	
	

	Commitment to the values of Age UK Leicester Shire & Rutland and to older people
	
	

	Team focused approach, working collaboratively 
	
	

	Self-motivated and driven to deliver the required results
	
	

	Flexible and adaptable 
	
	

	Committed to continuously improving service delivery
	
	

	Customer focus, with a commitment to providing excellent customer service
	
	

	Proactive & confident in influencing others to achieve deadlines in agreed timescales
	
	

	Demonstrates excellent attention to detail
	
	

	Excellent communication and interpersonal skills to build relationships with people at all levels 
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