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JOB DESCRIPTION

Job Title:			Finance & Business Manager
Location:	Office-based, Avenue House, 17 East End Road, London N3 3QE
Hours:	20-25 hours per week
Reporting To:			CEO
Responsible for:	Finance Administrator and Office Administrator
Salary:	£38,000-£41,000 FTE (+ 5% employer’s pension contribution)

Purpose of Role
The Finance and Business Manager will provide experienced, hands-on management of the charity’s finance and core business support functions.
The postholder will lead the charity's day-to-day financial management, including budgeting, management accounts, financial reporting and oversight of QuickBooks, working closely with the Finance Administrator. They will ensure that the CEO and Trustees have timely, accurate and accessible financial information to support effective decision-making.
Alongside finance, the role will provide oversight of governance administration, HR processes, contracts, policies, compliance and key organisational systems, ensuring these functions are well organised, up to date and managed reliably without requiring routine CEO oversight.
This is a practical, hands-on management role in a small charity. The postholder will be expected to both manage and undertake work directly where appropriate, while delegating routine administrative and transactional tasks to the Business Support Administrator and Finance Administrator.
A key purpose of the role is to strengthen the charity's organisational resilience and sustainability and release CEO capacity to focus on strategic leadership, fundraising, partnerships and other organisational priorities.

Main Responsibilities
1. Financial Management
· Lead the charity's day-to-day financial management, working closely with the CEO and Finance Administrator.
· Maintain effective financial controls, processes and procedures.
· Oversee the use of QuickBooks, ensuring financial information is accurate, complete and up to date.
· Produce regular management accounts and financial reports for the CEO, Senior Management Team and Trustees.
· Monitor income and expenditure against agreed budgets, identifying significant variances and bringing concerns to the attention of the CEO.
· Work with the CEO and budget holders to prepare annual organisational and project budgets.
· Support forecasting and cash-flow monitoring throughout the year.
· Provide financial information and analysis to support management decision-making.
· Produce or support financial reports and information required by funders.
· Oversee reconciliations, transaction processing, invoicing, payments, expenses and other work undertaken by the Finance Administrator.
· Ensure appropriate financial records and supporting documentation are maintained.
· Liaise with external accountants and provide the information required for year-end accounts and independent examination.
· Coordinate responses to financial queries from external accountants, funders and other stakeholders.
· Support the CEO and Trustees in maintaining appropriate financial controls and meeting the charity's financial governance responsibilities.
The postholder will not be responsible for preparing statutory accounts or undertaking independent examination, which will continue to be provided externally.

2. Governance & Compliance
· Coordinate the charity's governance administration, working closely with the CEO and Trustees.
· Maintain an annual governance and compliance calendar, ensuring key deadlines and requirements are met.
· Support the preparation and circulation of Trustee meeting papers.
· Work with the Business Support Administrator to ensure meetings are appropriately organised and accurately minuted.
· Maintain appropriate governance records, registers and documentation.
· Undertake routine administration relating to the Charity Commission and Companies House.
· Coordinate the organisational risk register and support managers to identify and monitor risks within their areas.
· Ensure appropriate organisational insurance, registrations and other business requirements are maintained.
· Monitor relevant organisational policies and procedures to ensure they are reviewed within agreed timescales.

3. Human Resources
· Coordinate the charity's day-to-day HR administration and processes, working with the CEO, managers and external HR advisers where appropriate.
· Ensure recruitment, appointment and onboarding processes are consistent and appropriately documented.
· Oversee employment documentation, contracts and personnel records.
· Coordinate routine HR processes including probation, appraisal, absence and mandatory training records.
· Support managers with HR processes and ensure appropriate procedures are followed.
· Liaise with external HR advisers on matters requiring specialist employment advice.
· Support the CEO with workforce information and staffing reports where required.

4. Business Management and Organisational Systems
· Oversee the effective operation of the charity's core business support systems and processes.
· Manage relationships with key suppliers and service providers, including IT, telephones, utilities, insurance and other organisational contracts.
· Monitor contracts and renewal dates and obtain and compare quotations to ensure appropriate quality and value for money.
· Coordinate IT support and liaise with external providers to resolve issues that cannot be addressed internally.
· Oversee appropriate access to Microsoft 365, shared drives and other organisational systems.
· Ensure organisational records and electronic filing systems are structured, accessible and appropriately maintained.
· Work with the Operations & Impact Manager to ensure clear ownership of systems, avoiding duplication between business administration and data/impact functions.
· Identify opportunities to simplify processes and improve efficiency, consistency and value for money.

5. Management Team Contribution
· Line manage, support and develop the Finance Administrator, ensuring clear responsibilities, appropriate financial controls and high standards of accuracy.
· Line manage and work closely with the Office Administrator, ensuring routine administrative activity supports the charity's finance, governance, HR and business requirements.
· Work collaboratively as part of the management team alongside the Family Support Lead, Operations & Impact Manager and Social Work Practice Educator.
· Provide colleagues with practical advice and support within the postholder's areas of responsibility.
· Promote cross-team working and ensure business processes support effective service delivery.
· Deputise for the CEO on agreed finance or business matters where appropriate.

6. General Responsibilities
· Manage a varied workload independently, prioritising work according to changing organisational demands.
· Be able to work at pace during busy periods to meet reporting, governance, payroll, funding and other deadlines, while using quieter periods proactively to maintain systems, records and forward planning.
· Maintain a high degree of accuracy, confidentiality and professional judgement.
· Take ownership of responsibilities and progress work independently, while maintaining appropriate communication with the CEO and escalating significant issues when necessary.
· Contribute to the development of a positive, inclusive and collaborative organisational culture.
· Undertake other reasonable duties consistent with the level and purpose of the role.

This job description is current as of August 2026.

Finance and Business Manager
Person Specification

	Experience, Qualifications, Knowledge & Skills

	1. Significant experience in finance, business operations, office management or a similar role within a small or medium-sized charity or voluntary organisation.
2. Experience using QuickBooks accounting software to maintain financial records and produce management reports.
3. A relevant finance qualification, such as AAT Level 3 or Level 4 (or equivalent), or recognised bookkeeping/accounting training combined with relevant practical experience.
4. Good understanding of accounting principles, financial controls, reconciliations and budget management.
5. Experience monitoring budgets, expenditure and financial information to support effective decision-making.
6. Ability to interpret financial information and identify trends or issues requiring management attention.
7. Good understanding of charity governance, compliance and organisational administration.
8. Experience supporting governance processes, including servicing trustee or board meetings and maintaining governance records.
9. Experience managing office operations, suppliers, contracts and external service providers.
10. Ability to organise and prioritise work effectively, maintaining productivity during quieter periods and responding flexibly to busy periods to meet deadlines and organisational needs.
11. Good IT skills, including Microsoft 365 and experience of using business systems and databases.
12. Excellent organisational and administrative skills, with the ability to manage multiple priorities
13. Strong attention to detail, accuracy and ability to maintain confidentiality when handling sensitive information.
14. Excellent written and verbal communication skills, including the ability to prepare reports, minutes and other organisational documents.
15. Knowledge of GDPR, information governance and records management.
16. Experience managing suppliers and contracts.
17. Experience of line managing or supervising staff
18. Strong problem-solving skills with the ability to use initiative, identify improvements and implement practical solutions.
19. Ability to work independently with minimal supervision, demonstrating sound judgement, accountability and knowing when to seek guidance or escalate issues
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