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Job Title: 			Management Accountant

Contract Type:		Permanent

Reporting to: 		Head of Finance

Hours: 			28 hours per week (0.8 FTE)

Salary: 	£32,800 per annum (full-time equivalent £41,000)

Location: 	Hybrid working available, with a minimum of 2 days per week in the Woodford Green office

Staff management: 	No direct line management responsibility

Role Summary
This is a key, new, hands-on finance role within a small and collaborative team. Reporting to the Head of Finance, the postholder will support the preparation of management reporting, budgeting, forecasting and financial analysis, helping to ensure the organisation has accurate and timely financial information to support effective decision-making.

Working closely with budget holders and colleagues across the organisation, the postholder will assist in monitoring financial performance, investigating variances and maintaining accurate forecasts, while providing financial analysis, support and guidance to non-finance colleagues.

The postholder will also support the maintenance of effective financial controls, contribute to statutory reporting and audit processes, assist with improvements to financial processes and systems, and help ensure the smooth running of day-to-day finance activities. The postholder also will provide operational cover for the Head of Finance when required.

Key responsibilities
Management Reporting and Financial Planning:

· Responsible for the closing of the monthly general ledger to timetable, ensuring transactions are recognised in the correct period and control accounts are reconciled.
· Prepare monthly management accounts, ensuring reports are accurate, timely and clearly presented for review.
· Produce and circulate monthly reporting packs to budget holders, supporting them to understand performance, investigate variances and maintain accurate forecasts.
· Support the annual budgeting and reforecasting process, including developing templates, collating submissions, reviewing assumptions and ensuring budgets are appropriately phased.
· Work closely with budget holders and senior colleagues to provide financial analysis and business partnering support, including developing budgets for new stores or projects.

Financial Control and Compliance
· Assist the Head of Finance with the preparation of the annual report and statutory accounts, including liaison with auditors and timely resolution of audit queries.
· Support the quarterly VAT return process by maintaining accurate ledger coding, investigating anomalies and helping communicate relevant VAT guidance to colleagues.
· Support the review and maintenance of finance policies and procedures, helping to promote strong financial controls and governance across the organisation.

Cash Management and Systems
· Maintain and develop cash management reporting, including daily cash summaries and support for short- and medium-term cash flow forecasting.
· Identify and support improvements to financial processes, reporting and systems to improve efficiency, accuracy and usability.

Stakeholder Support and Training
· Support managers across the organisation to understand financial information, monitor budgets and make informed decisions.
· Contribute to the delivery of financial training, guidance and support for budget holders and administrative colleagues.

Team and Organisational Support 
· Work collaboratively with other finance colleagues to ensure the month end process runs to agreed timetable and key milestones are met.
· Provide operational cover for the Head of Finance when required, ensuring continuity of core finance activities and responding to routine finance matters.
· Contribute positively to wider finance and organisational projects and support a culture of continuous improvement.


PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications 
	Part-qualified accountant (ACA, ACCA, CIMA, CIPFA or equivalent) with a commitment to continuing professional development.
	Progress towards full professional qualification

	Experience
	Experience of preparing monthly management accounts to a structured timetable.

Experience of supporting budgeting, forecasting and year-end processes.

Experience of working with budget holders and non‑finance colleagues, presenting financial information clearly and effectively.

Strong experience using finance systems and advanced Microsoft Excel to produce accurate reports and analysis.

Experience of improving financial reporting, processes or systems to enhance accuracy and efficiency.

Experience of financial performance monitoring, including investigating variances and providing practical insight.


	Experience of working in the charity, not-for-profit, healthcare or wider public benefit sector.

Experience of financial modelling and presenting the outputs in a clear and practical way to non-financial audiences.

Experience of supporting the preparation of statutory accounts and responding to audit requirements.


	Knowledge
	Excellent working knowledge of finance systems, with experience of Sage 50 or similar accounting software.

Good understanding of financial controls, reconciliations and management reporting

Understanding of VAT requirements, financial governance and the importance of accurate financial data.

Understanding of accounting principles and reporting requirements relevant to the production of statutory accounts.

	Knowledge of charity accounting principles and reporting requirements (e.g. SORP)

	Skills
	Advanced IT skills, particularly Microsoft Excel (including data analysis, lookups, pivot tables) and Microsoft Word.

Ability to analyse financial data and present it clearly, accurately and in a user-friendly format.

Strong written and verbal communication skills, with the ability to explain financial information to non-financial colleagues.

Ability to build effective working relationships with a wide range of stakeholders

Strong problem-solving skills with the ability to identify issues, investigate variances and propose practical solutions.

Ability to work independently, manage priorities and meet deadlines in a structured reporting environment.

	Ability to design and develop financial models, dashboards or reporting tools to support decision-making.

Experience of improving financial reporting processes and tools for end users

	Personal Qualities
	Professional, collaborative and approachable.

High level of integrity and commitment to accurate financial reporting.

Self-motivated, adaptable and able to work independently as well as part of a small team.

Able to manage competing priorities and deliver to tight deadlines.

Strong attention to detail and commitment to high standards of accuracy and quality.

Committed to continuous improvement and improving ways of working

	






General
· Promote and demonstrate the organisation’s values in all aspects of work.
· Work collaboratively with colleagues across the organisation as part of a one-team approach.
· Contribute to a culture of continuous improvement and high-quality service.
· Provide flexible support across the organisation as required, taking on new duties and responsibilities where appropriate.
· Support the organisation’s commitments to equality, diversity, inclusion, safeguarding and health and safety.

This job description is not a definitive or exhaustive list of responsibilities but identifies the key responsibilities and tasks of the post holder. The specific objectives of the post holder will be subject to review as part of the individual performance process.

Haven House is committed to Equal Opportunities in Employment and therefore it is our aim to ensure that no applicant or employee receives less favourable treatment on grounds of gender, disability, religion, race, colour, sexual orientation, and nationality, ethnic or national origins or is placed at a disadvantage by conditions or requirements which cannot be shown to be justifiable. 

Haven House is responsible under the existing equality and diversity legislation to ensure equality issues are promoted and you are expected to work with Haven House to fulfil these obligations, policies and codes of good practice.   

Employees must take reasonable care and be aware of the responsibilities placed on them under the Health & Safety at Work Act (1974) and to ensure that agreed safety procedures are carried out to maintain a safe environment for employees, patients and visitors. 

Haven House is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. Employment is subject to receipt of satisfactory references and an enhanced DBS check.


1

image1.png




