
JOB DESCRIPTION
Finance Manager, Temple Church Trust (TCT)

Reports to: 		Chief Executive Officer 

Role Purpose 
Responsible for leading all aspects of the charity's day-to-day finances, contracts and risk management. 

Key Duties and Responsibilities

Strategy and planning 
• Support business planning with the CEO and board, and lead the associated financial planning elements 
• Contribute to the effective implementation of organisational change

Financial management 
• Maintain oversight of the charity’s current budget, supporting trustees (in particular the Treasurer), the Senior Leadership Team and individual budget-holders with timely and accurate management information, KPIs, and other analysis 
• Ensure organisational compliance with key financial policies, including financial controls. Ensure policies are updated and appropriate for the organisation as required 
• Be responsible for the overall effectiveness of internal financial controls 
• Track budget lines, course correct as necessary and ensure the charity is maximising opportunities from Gift Aid, donations and VAT recovery
• Maintain oversight of and improve the efficiency of outsourced contracts (eg payroll, invoice processing, auditors, bankers, and VAT advisors), ensuring continued value for money and quality 
• Make all necessary preparation for the annual audit of the statutory accounts and lead the external audit process 
• Partner with budget holders throughout the financial planning cycle.
• Manage the charity’s cash and support the management of its investments

Business development and contracting 
• Collaborate with senior colleagues to secure new business and fundraising opportunities
• Identify and coordinate delivery of efficiency improvements across the charity
• Lead contract/grant negotiations with funders, partners and grantees, evaluating terms and conditions and onboarding new work into the charity’s systems 
• Ensure there are robust systems to remain in compliance with these grants and contracts 
• Manage relationships with major funders, including the Financial Controllers of both Inns of Court, reporting progress (written and oral) and representing the organisation in monthly, quarterly and annual finance, trustee and other committee meetings
• Ensure work is invoiced/claimed accurately and quickly and debt chased as necessary

Project governance 
• Work with the CEO to ensure projects remain on track, managing cashflow and meeting funder, supplier and internal deadlines

Risk management 
• Oversee the organisation’s risk management, including maintaining effective risk registers and ensuring effective risk-management processes are operating in support of the Trustees, Chief Executive and leadership team 
• Maintain appropriate and adequate insurance for the charity’s risks. 

Governance 
• Act as company secretary for the organisation and its trading arm, ensure filings are made as required to the Charity Commission and Companies House on behalf of the Board of Trustees, ensuring the charity produces and files annual statutory accounts and annual returns and that an accurate register of Trustees is maintained 
• Review and approve expenses claims in accordance with any expenses policy, dealing sensitively with any matters that arise 
• Supply all financial papers and reports in good time for scheduled meetings 
• Contribute papers and reports as required for the board of trustees. 

Compliance and legal 
• Take a lead role in overseeing that the charity is fully compliant with legal and regulatory requirements 
• Review contracts, protecting the organisation’s assets including intellectual property and reputation 
• Liaise with the charity’s lawyers as required. 

Other 
• Manage a range of internal and external stakeholder relationships 
• Make a wider contribution, individually and as a member of the senior leadership team, in supporting strategic conversations and the day-to-day management of the charity 
• Provide demonstrable leadership in support of the organisation’s EDI strategy 
• Any other duties as might reasonably be expected. 




PERSON SPECIFICATION

	Criteria
	Essential or Desirable
	Measured by

	Qualifications and Experience

	CIMA, ACCA or ACA qualified accountant

	E
	Application/ Certificate

	Experience in a senior/ management financial position in a charity/ not for profit
	E
	Application/Interview

	Experience of interacting at Board level and presenting clear financial information to Boards
	D
	Application/Interview

	Experience of managing cash and investments. 
	E
	Application/Interview

	Understanding of managing the financial/contractual aspects of grant funding (either grant giving or receiving grants) 
	D
	Application/Interview

	Knowledge and skills

	Excellent numerical and analytical skills; able to handle complex issues, prioritise effectively and make appropriate judgements
	E
	Interview/ Assessment


	Ability to think at a strategic level

	D
	Interview

	Effective communications skills both written and oral

	E
	Application/Interview

	Ability to make complex information clear to others at all levels

	E
	Interview

	Track record of successfully delivering change projects and improving processes and efficiency

	E
	Interview

	Skill, ability, and willingness to step in and cover day to day work if required

	E
	Interview

	Excellent IT skills including MS Office and Finance Systems
	E
	Interview

	Other 
	
	

	Flexible and adaptable
	E
	Interview

	A collaborative style with the ability to influence key stakeholders
	E
	Interview

	An active commitment to equality, diversion and inclusion
	E
	Interview




Terms of employment

Salary 			£50,000 per annum (£60,000 FTE)
Location		Based in Temple, City of London
Working hours 	28 hours per week worked over 4 days between 9 to 5 Monday to Friday, working pattern to be agreed.  
There may be an occasional requirement to work evenings and weekends, notice will be given.
Annual Leave:		25 days’ holiday (plus Public Holidays) pro-rata


Plus:

Pension scheme (15% employer contribution)

Life Assurance

Private Health Care

Employee Assistance Programme 

Free lunch when hall kitchens are open, taxable subsistence allowance paid in arrears when kitchens are closed.
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