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JOB TITLE:

Finance Manager (Fixed-term for 1 year)
Responsible to:
Executive Director
Responsible for:
Bookkeeper (Part Time) 

Summary:
The Finance Manager is responsible for providing strategic and operational support in finance and asset management, including the preparation of annual budgets, management accounts and business planning.  The post holder is responsible for the efficient and effective management of all financial matters, working closely with the Executive Director and Executive Team to plan, budget, monitor and record income and expenditure.  
The Finance Manager will work closely with the Executive Director to animate and deliver the Clore Leadership Vision, Purpose and Values. 

Key Responsibilities

These include (but are not limited to):
· Support the Executive Director in the creation of financial strategies to inform and fulfil the company's short, medium and long-term aspirations, priority programmes and projects, appropriately balancing improvements, efficiency and compliance
· Support the Executive Director and other budget-holders in preparing annual and project budgets, grant funding and commercial opportunities
· Undertake appropriate financial modelling and monitor the financial performance of the company including all expenditure against budgets on a monthly and cumulative basis

· Ensure the effective and responsible financial management of Clore Leadership including 

· the preparation and presentation of impeccable and detailed financial records appropriate management accounts and financial reports

· fulfilment of statutory requirements including the preparation of payroll returns, pensions contributions, VAT returns, and sick pay records, and ensure compliance with all HMRC requirements
· Prepare the draft annual accounts and provide Clore Leadership’s auditors with the information they require in preparing for audit 

· Maintain detailed records of funding and prepare the necessary financial reports for funders

· Develop the financial report, financial performance and other appropriate items for presentation to the Board of Trustees and sub-committees as appropriate
· Maintain Clore Leadership’s financial systems including oversight of its online banking, and book-keeping (Purchases, Payments and Sales) for all transactions 
· Ensure that all financial data is effectively backed up at appropriate intervals

· Manage cash flow, ensuring the best use of cash resources; produce quarterly cash-flow projections and monitor the cash-flow forecast 

· Oversee the production of monthly bank reconciliations and the day-to-day financial administration carried out by the Bookkeeper
· Support the Executive Director in fulfilling the role of Company Secretary, by maintaining up-to-date company records, filing annual returns and ensuring that the company complies with legal and regulatory requirements

· Support the governance of the charity by ensuring the organisation complies with all statutory financial regulations and required financial policies, procedures and processes are in place, up-to-date, observed and adhered to 
· Continually assess the internal controls environment to identify weaknesses, recommend and implement procedure and policy improvements
· Support the management of Clore Leadership’s bank investments to ensure they maximise their financial return to the organisation, and liaise with the bank on routine matters

· Assess the financial risk of any and all business operations, investments, and innovations, monitoring and adjusting for risk when necessary
· Manage the relationship with Clore Leadership’s insurance brokers, ensuring that they are provided with the necessary information including that related to the renewal of premiums and preparation of any insurance claims
· Maintain an up-to-date Asset Register
· Support the ongoing review of organisational systems and processes
· Support the professional development of staff who report directly to the Finance Manager
· Work as part of the Clore Leadership team to 
· develop and promote an inclusive and equitable culture and working practices across our organisation. 

· support the safeguarding of all involved in our programmes. 

· Effective representation and advocacy of Clore Leadership externally
· Work in a flexible, cooperative way, to support the smooth running of Clore Leadership activities, being prepared to take on other finance related duties that may be reasonably required.  
Person specification
Essential
· CCAB qualified accountant

· At least 3 years’ post qualification experience

· Thorough knowledge and experience of producing management accounts accurately and to deadlines
· Up to date knowledge of relevant UK government legislation and statutory requirements

· Experience of managing the finance function of an organisation, reflecting the key duties of this role

· Experience of managing audits and reporting statutory accounts
· Proven financial analysis, cashflow management and forecasting ability
· Experience of ensuring compliance with external regulatory bodies and legal standards
· Good knowledge of charity accounting requirements

· Understanding of working with a not-for-profit organisation
· Working experience of Sage Line 50

· Confident with IT, with excellent Excel and database skills

· Meticulous, with excellent attention to detail
· Willingness to work in innovative and flexible ways
· The ability to juggle a busy workload and to meet deadlines

· Ability to work on own initiative and be hands-on

· Excellent communication skills – and ability to build and sustain positive relationships with funders, partners and other stakeholders
· Supportive and empowering approach to working with others and happy to work as part of a small, busy and collaborative team

· Commitment to inclusive and equitable practice and working culture. 
· Interest in arts & culture in the UK

Desirable
· Strong organisational skills with the ability to work independently

· Proven track record of leading, managing and motivating people

· Knowledge of charity accounts and SORP requirements                                   
· Knowledge and experience of working in the cultural sector in the UK

OUTLINE TERMS & CONDITIONS  
  
Salary:

£37,000-£45,000 p.a. (dependent on experience)   
Hours of work:
35 hours per week (normally 9.30 am to 5.30 pm), Monday to Friday, with one hour for lunch each day, but may be varied by mutual agreement). Freelance & flexible working options can be considered.  
Place of Work:
Clore Leadership Offices, Hat House, 32 Guildford Street, Luton LU1 2NR. Clore Leadership also works from Somerset House Exchange, London WC2R 1LA. We are happy to discuss hybrid working proposals noting that a minimum of one day per week in person either in Luton or London is required. 

Annual Leave: 
25 days pro rota holiday per annum, as well as statutory holidays.  

Pension: 
A contribution equivalent to 9% of salary made to a pension scheme.   

Staff Benefits: 
Cycle purchase loan scheme  
Employee Assistance Programme (available through Somerset House, and includes mental health & wellbeing support).  
  
Training/CPD:
Individual and team training / on-the-job support is provided.   

DBS:

As the role includes financial responsibilities the successful candidate will be required to undertake a basic level DBS disclosure.    
 
 
Clore Leadership is an equal opportunities employer, and we particularly welcome applications from D/deaf, disabled and neurodivergent and Global Majority and other underrepresented groups. Further information about Clore Leadership is available on our website: www.cloreleadership.org  

 
 
HOW TO APPLY  
· Please send a covering letter (not more than 2 pages) explaining why you are applying for the job/role and how you believe you would be a suitable candidate for this post, together with a CV (no more than 4 pages) with names and contact details of two people who would be able to provide a reference on your suitability for the role, after interview.   

· We ask all candidates to fill out the online Equal Opportunities monitoring form on our website. This information is used to review who applies for roles with us.   

· We will interview D/deaf or disabled candidates who meet the essential criteria for this role and who are applying for the first time.  

· If you have questions please email Ellen Dean, Administration & Communications Executive, ellen.dean@cloreleadership.org / 020 4582 6683.  

· Your application should be emailed to ellen.dean@cloreleadership.org. Please include ‘Finance Manager – Fixed Term’  in the subject.  

  
Closing Date for receipt of applications: 12:00 noon on Wednesday 29th April 2026.  
  
Interviews will be held via Zoom on Wednesday 6th May 2026. 
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