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This pack contains the following sections:   
● About the employer: Age UK Sutton  

● How to apply   

● Role description and person specification   

 

About the employer: Age UK Sutton   
 

Age UK Sutton (AUKS) is an independent, local charity with a turnover of around £1.4m. The 

charity is a brand partner of Age UK, and as such benefits from membership of a network of 

similar small independent charities across the UK, whilst being able to maintain a focus on local 

issues in the London Borough of Sutton.    

 

The charity delivers a mixture of ‘on demand’ services, commissioned services, social and 

community activities, and is increasingly involved in local influencing and strategy. Age UK 

Sutton is the lead partner for the older people’s strand of the Sutton Plan, the local plan to 

develop services and improve life for all residents in Sutton. The charity works extensively in 

partnership with a wide range of other local charities, community groups, and statutory bodies 

including the NHS and the Council.    

 

We are a small charity with 30 staff, some part-time, and a cohort of over 40 further workers 

delivering variable hours in our ‘Help at Home’ support services. The charity also has over 50 

volunteers in a growing cohort.   

 

Age UK Sutton enjoys an open and participative working environment. We work to our core 

values of being supportive, professional and person centred. These are reflected in the way we 

work with older people, with each other and with our partners. A key element of all roles is to 

develop and maintain the organisation’s working ethos and culture.    

 

Age UK Sutton strives to provide a supportive working environment for all staff and volunteers in 

order that they can develop personally and professionally and acquire new skills. We are a 

flexible employer and pride ourselves on being a family and carer friendly workplace.  

 

We are a founding signatory of the #ShowTheSalary campaign so we have pledged to always 

show the salary when we advertise roles, to help close the pay gaps that exist in the sector and 

give all candidates a more equal chance of a fair wage.  We also encourage and welcome 

applications from non-graduates.  If there are any reasonable qualifications required for the role 

we will clearly state this and explain why.  

  

How to apply   

To apply for the post of Finance Director, please send an email with your CV and a covering 

letter to workforus@ageuksutton.org.uk  

 

mailto:workforus@ageuksutton.org.uk


 

  

Your covering letter should relate to the person specification for the role in order to give you the 

best opportunity to provide clear examples of your experience that demonstrate your skills and 

knowledge.    

  

Candidates are warmly invited to arrange an informal discussion with the recruiting manager, 

before submitting their application, which can be arranged by contacting Hilary Dodd, Acting 

CEO   

 

Hilary.dodd@ageuksutton.org.uk 

  

  

Please note that CVs not accompanied by a covering letter will not be considered.  

  

Closing date for applications: Midnight, Sunday 18th February 2024 

Interview date: w/c  Monday 26th February 

 

  



 

  

The Role:   

Finance Director 
Part time 22.5 – 30 hours week, £47,000 - £49,000 FTE 

 

Role Purpose   

The Finance Director will support the CEO with strategic and financial planning  

• To be responsible for all aspects of finance and accounting requirements; and for 

overseeing the Systems & IT support services.  

• The ensure the provision of robust financial advice to the CEO and the Board of 

Trustees, as well as senior management colleagues 

• To provide a management service to the charity. 

• To lead the Finance and Operations team comprising a Finance Officer and the 

Systems and Insight Manager 

• Manage the relationships with external parties such as our external auditors, our bank, 

and our Investment Management company. 

 

The post holder will:  

 

● Be a Qualified Accountant (ACA, ACCA or equivalent) 

● Have experience of the Charity SORP, including fund accounting and Income recognition 

rules. 

● Have experience of providing finance and budgeting support and input to all commission 

and grant funded programmes 

● Require Board reporting experience, including monthly finance update reports 

● Manage the Annual budget setting, budget variance reporting and forecasting. 

● Have knowledge of Xero accounting system, or similar 

● Have good excel skills 

● Have a hands-on approach needed in a medium sized charity 

 

Responsible to: the CEO and the Finance, Risk and Audit Committee. 

 

Based at: Age UK Sutton’s office - flexible working options and community and home-based 

working are available.  

  

  



 

  

 

Summary of Main duties and Responsibilities  

 

Financial Management: 

• To ensure, in close cooperation with the Chief Executive and Treasurer, that an 

appropriate, Board approved, financial policy framework is in place to guide the 

organisation’s financial decision making. 

• To oversee and manage the Finance Officer role. 

• To contribute to the implementation of the organisation’s strategic plan, ensuring annual 

and medium term financial planning underpin the plan. 

• To ensure the appropriateness of the key assumptions included in the organisation’s 

annual budget proposals and to provide advice to Senior Management colleagues. 

• To provide timely advice on new business and project initiatives and to develop and 

maintain analysis of their ongoing performance. 

• To provide accurate and timely monthly financial management information to the Senior 

Management Team and the Treasurer. 

• To provide robust accounting information to managers in planning and controlling the 

income and expenditure of the charity’s services and activities. 

• To plan and manage cash flow.  

• To support the Treasurer in oversight of the charity’s investment portfolio and to liaise as 

required with the external investment managers.  

• To service the Board of Trustees and sub-committees with financial information and advice 

as required.  

• To ensure accurate records are maintained to meet external legal, Charity Commission, 

Companies House and HMRC requirements.  

• To prepare the statutory annual accounts for the charity in a timely way for consideration by 

the Board of Trustees and to liaise closely with the auditors in the preparation of these. 

• To support the Chief Executive in fulfilling Company Secretary responsibilities, for example, 

timely submission of all external reporting e.g. Companies House, Charity Commission and 

Age UK. 

• Be the authorised official for the charity and subsidiary company for HMRC purposes. 

• To ensure appropriate insurance cover is in place for all the charity’s requirements. 

• To ensure there is efficient delivery and effective management of outsourced services for 

payroll. 

• To maintain oversight management of all legacies and to work in conjunction with Senior 

Management team colleagues on any promotional materials related to legacies. 

• To maintain regular liaison with the Treasurer. 

• To provide ad hoc financial support as required. 

• To undertake any other duties commensurate with the role, as required. 

 

Systems, Insight and GDPR 

• Oversee the Systems and Insight Manager, and to ensure the IT systems are managed 

effectively and appropriately to meet the need, and the financial resource, of the 

organisation; and in compliance with relevant regulatory bodies (e.g. for GDPR) and needs 

of funders and commissioned contracts. 



 

  

 

Development & Organisation requirements 

• Participate in training/education to improve performance considered relevant to the post & 

to achieve agreed targets 

• Work within Age UK Sutton policies  

• Undertake other general duties in connection with the general work / fundraising as may be 

deemed necessary by Age UK Sutton 

 

Line Management: 

• Evaluate and manage overall team and individual performance and wellbeing 

• Engage, motivate and inspire the team 

• Run regular team meetings with content that promotes team cohesion as well as being 

informative and operationally useful 

• Encourage and provide opportunity for sharing of knowledge within the team and 

between colleagues within Age UK Sutton 

• Take a person-centred approach to line management responsibilities  

• Proactively identify opportunities for team members to stretch and use skills to develop 

them whilst benefiting the team / service / AUKS 

 

Other 

• Attend internal leadership meetings, actively contributing to these 

• Present at internal and external meetings as required 

• Be a fully participating member of the AUKS team, working with colleagues to identify 

opportunities for innovation, efficiency, and improvement.   

• Champion and demonstrate through action a commitment to the Vision and Mission of 

the charity, supporting and challenging others to do the same   

• Attend staff meetings and regular line management, team and supervision meetings.        

• To undertake any other duties within the competence of the post holder as may be 

required from time to time for the smooth running of AUKS   

• To carry out the duties of the post in accordance with AUKS’s policies and procedures 

including: Equality and Diversity, Health & Safety, Confidentiality, Complaints, Data 

security, Safeguarding Adults at Risk   

• Participate in learning and development opportunities and take responsibility to identify 

your own learning needs   

• Participate at Age UK Sutton events including occasional weekend and evening activity   

 

 

 

 

  



 

  

Person Specification  

 

Role Dimensions: 

Dimension: Specification 

Financial 

Management 

Qualified Accountant (ACCA,CIMA or ACA) CIPFA, ICAEW, MAAT 

(Essential) 

 At least 2 years experience of financial management at a 

managerial level 

 Experience of working within a charity or for a charitable 

organisation  

 Knowledge of audit processes and financial statutory obligations for 

charities 

 Have experience of providing finance and budgeting support 

and input to all commission and grant funded programmes 

 Experience of using Xero financial management programme (or 

similar finance IT packages) 

 Financial skills including financial modelling, management 

accounts, managing audits and implements professional and 

proper application for financial controls 

Systems, Insight 

and GDPR 

IT / systems experience 

 Office management experience specifically to support the Systems 

and Insight Manager with their role of IT systems and leading on 

GDPR 

Line 

Management  

Experience of leading a team of staff, enabling them to work 

effectively as individuals and as a group 

 Good people management skills 

Other Proficient in all Microsoft Office software to include Excel, 

Word, Powerpoint and experience of using client databases 

to manage casework 

 Excellent organisation, business planning and project 

management skills 



 

  

 Experience of working as part of a team, and demonstrable 

ability to work collaboratively with colleagues in different 

roles, reporting on progress and sharing insight 

 A demonstrable personal commitment to the Mission, Vision 

and Values of Age UK Sutton 

 


