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JOB DESCRIPTION

Job Title:				Head of Finance 
Salary:				FTE £33145.16 - Actual Salary for 28 hrs £25,082.82
Hours:					28 Hours a week
Reporting to:				Chief Executive Officer (CEO)
Date:				              	July 2026

(1) Purpose of role  
The Head of Finance has overall responsibility for all aspects of Herefordshire MIND’s finance function. 
In particular:
· Partner with the CEO and Senior Management Team (SMT) to ensure the charity’s long-term impact and financial sustainability through strong and robust financial management. 
· Lead day-to-day accounting and financial management operations.   
· Ensure robust accounting systems and identify improvements and efficiencies. 
· Lead the budgeting and forecasting processes, and provide financial analyses as required. 
· Provide clear financial reporting that brings clarity to the charity’s financial performance.
· Ensure compliance with financial regulations and best practice risk governance.   
· Provide finance support and advice to the Board, Managers and employees as required.
· Line-manage the Finance Officer.
 
(2) Key Responsibilities  

A. Support and contribute to the strategic direction of the charity

· Work as part of the SMT, helping to define and deliver the main aims of the charity.
· Ensure the charity’s planning and budgeting processes are strong and that effective financial performance monitoring processes are in place. 
· In close coordination with the SMT lead on the control of costs, helping to ensure that all procurement offers best value. 
· Ensure strong financial risk management processes are embedded in the charity.
· Attend Finance Sub-Committee Meetings, and Board Meetings when needed, and provide verbal and written reports as requested by the CEO and Board of Trustees
· Provide support to Trustees, the CEO, and other managers and staff members, as required. 

B. Financial accounting and reporting

· Perform the monthly accounts closing and prepare the monthly management accounts.
· Ensure that restricted funds are separately accounted for and reported. 
· Provide quarterly management account reports comparing actual against budget for review. 
· Provide quarterly Summary Financial Reports to the Trustee Board.
· Perform the year end accounting closing process and provide the year end accounts to the external accountants to prepare the statutory financial statements, adhering to SORP regulations.

C. Day-to-Day financial operations (supported by the Finance Officer)

· Accurately record and maintain the financial accounts using SAGE 50 Professional. 
· Responsible for the sales and purchase ledgers. Ensure sales invoices, purchase invoices, and expense claims are processed timely using the SAGE accounting and payroll software.
· Responsible for payroll cycles. Oversee payroll activities, including sick pay, National Insurance, PAYE, and workplace pensions.
· Responsible for oversite of Breathe HR platform for annual leave and payroll reporting.
· Responsible for all banking processes, including all payments and receipts. Ensure at least weekly and month end bank, credit card, and petty cash reconciliations are performed.
· Ensure that donations are banked on a timely basis and prepare and submit Gift Aid claims 
· Prepare quarterly VAT Returns, if required, and file and pay within the time deadlines. 
· Credit control: Monitor outstanding accounts receivable and ensure creditors are paid within credit terms, with the support of the respective service management departments.


D. Budgeting, Forecasting and Financial analysis

· In coordination with the CEO, Finance Trustee, and departmental managers, prepare the annual budget, a cash flow plan and high-level 2nd year forecast, for Board review/approval.
· During the year provide rolling cash flow forecasts to effectively monitor and manage the charity’s cash liquidity and updated total result forecasts.  as required. 
· Provide costing models, standard service costings, evaluate tenders and other forms of financial analysis as required by the charity.

E. Compliance and governance

· Complete & submit Annual Returns for Charity Commission and Companies House. 
· Review, update and enforce both preventative and detective internal financial controls.
· Responsible for securing, GDPR-compliant digital backups of historical accounting records.
· Ensure financial policies and procedures are up to date, in accordance with Charity Commission best practice, and aligned with organizational policies, procedures and quality assurance standards. 


F. Provide a professional interface with financial stakeholder

· Responsible for the charities banking operations and relationships.
· Manage the statutory audit process with the external auditors.
· Lead with the pension providers and ensure that all pension deductions are paid within the statutory period after deduction. 
· Co-lead with the CEO on insurance related matters. 
· Support relationships with funders and ensure grants are accounted for correctly. 
· Support staff with financial queries. 


G. Business Support / General requirements  

· To manage and supervise the Finance Officer, providing feedback and appraisals on performance, and supporting with development and training activities. 
· Manage the accounting and finance related IT applications of the charity – ensuring the licence and support contracts are fit for purpose and deliver good service. 
· In line with other standard responsibilities of MIND-Herefordshire managers:
· To always promote the organisation and its values and beliefs to maintain its good reputation. 
· To establish and maintain positive working relationships with statutory, voluntary, and other partner agencies. 
· To work in accordance with health and safety legislation.  
· To be committed to improvements, innovations and advances in supporting practices and approaches in mental health, where relevant.
· To work with confidentiality applying the principles of data protection and record-keeping and data-sharing and compliance with the Data Protection Act.
· To take responsibility for your own personal and professional development.
· To offer suggestions, advice and	comments towards continuous improvement in a structured and consistent manner.
· Perform other appropriate duties as may be required by the charity from time to time. 















(3) Person Specification: Experience, Qualifications, and Skills  


	
	Essential
	Desirable

	Experience
	At least 5 years financial management experience; 

Experience of performing monthly and yearly accounting close for a charity or a company.

Experience in performing or overseeing operational finance tasks, including banking, sales and purchase ledger, and payroll/pensions.

Some experience in performing financial analyses and providing financial reports in a suitable format for internal management and/or the Board. 

Experience in preparing annual budgets for an organization.

Some knowledge of financial legislation in respect of Charities, including the Charity’s SORP. 

	Previous line management experience.

Familiar with VAT requirements for charities and for submitting Gift Aid applications.

Experience within the Mental Health or Health and Social Care sector.


	Qualifications
	A relevant accounting qualification (AAT etc.) or in special cases qualified by experience.

	ACCA or CIMA qualified or part qualified 

	Skills
	IT literate with a good understanding of accounting systems and MS office packages, particularly Excel.  

Self-motivated and disciplined; able to work with minimum supervision. 

Well organized, with the ability to prioritise workload and work to deadlines.

Good interpersonal, team-working and verbal and written communication skills.   

Understanding of Mental Health and a desire to make a difference for Herefordshire.

	Experienced user of SAGE Accounting and Payroll packages. 
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