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Job Description and

Person Specification
POST TITLE:
Finance Manager
DURATION:                Permanent 
HOURS OF WORK: 
35 hours per week, to be worked in accordance with DVVA Conditions of Service 
SALARY: 
Grade 6 - £33,255 - £36,950 
PURPOSE OF POST:
To ensure efficient and, effective and sustainable financial support to for Dundee Volunteer and Voluntary Action in line with its strategic objectives.

Manage the day-to-day financial operations and ensure effective practices and procedures are in place.


Responsible and accountable to the Senior Management Team for the successful service delivery in the area of Finance.

Develop and update a financial strategy in line with the organisation’s objectives to promote sustainability for the organisation in the long term.

OVERVIEW: 
· The effective running of the finance operations of the organisation including regular reporting and budgeting responsibilities
· Oversee external contracts and procurement
· Oversight of the funding process and planning to ensure financial sustainability for the organisation
· Responsibility with Senior Management Team for planning strategy needed to achieve aims and objectives
· You will have an up to date working knowledge of the relevant legislative framework and operating environment
· You will have an understanding of acceptable service standards, policies/procedures and best practice in corporate governance and financial management, charity operation and central and local government contracts and grants
· Representation of the organisation at external strategic meetings to promote the sustainability of DVVA and the wider third sector in Dundee

· Support the wider Third Sector to be more sustainable with the right financial skills and training available
MAIN DUTIES:




Financial Management

· Prepare yearend financial statements in line with relevant regulations
· Prepare the annual audit file and associated paperwork and assist auditors with fieldwork and queries
· Prepare the annual core and project budgets
· Prepare monthly management accounts
· Prepare financial monitoring reports as required by funders  
· Calculate monthly payroll and maintain payroll files
· Administer DVVA’s day-to-day financial systems ensuring accurate records are kept
· Financial planning and forecasting that links in to the organisation’s strategic plan
· Reporting on the financial position of the organisation to the Board, commissioners and other funding partners
Contracts and Procurement

· Regularly review business contracts to ensure effective service and efficient use of resources

· To ensure good practice is followed with all procurement processes

Corporate Governance

· As part of the Senior Management Team attend regular meetings with the Chief Executive, Senior Management Team, Treasurer and Board
· Provide verbal and written reports as required by the Chief Executive and for DVVA Board of Management

· Ensure OSCR and Companies House registers are kept up to date and annual submissions are reported on time
Strategic Planning

· Develop and implement financial strategy for the organisation in line with the organisation’s strategic objectives to ensure the organisation is well governed and able to withstand financial challenges
· Develop relevant financial policies and procedures to ensure the financial governance is strong and transparent across the organisation
· Support the development and writing of funding bids for the organisation, particularly with regards to the financial budgetary requirements
General

· Contribute to impact of DVVA  functions through improving internal systems and identifying and implementing cost and time saving measures
· Support the management team with analysing data for reporting purposes
· Line management of the Funding Manager
· Contribute to quality assurance which will ensure compliance with existing quality systems 

· Be aware of any areas of organisational risk and advise on improvements

· Be committed to the work of Dundee Volunteer and Voluntary Action and promote team working
· Be committed to work of the Third Sector Interface and  promote partnership working 

· Work in accordance with the organisation’s policies and procedures

MAIN WORKING CONTACTS

Internal : Chief Executive, Deputy Chief Executive, DVVA Board, All DVVA staff and volunteers

External: Contractors, Funders, Auditors, Third Sector organisations & Commissioners.
OTHER DUTIES

The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE

· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 

· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.
ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas closedown. Pro-rata for part-time staff.
LOCATION: Our main office is based in Dundee city centre and we also have community locations in Lochee and Whitfield.
TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification
	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Qualified to degree level or equivalent in an accounting discipline
	x
	

	Five years’ experience including two years of managing at a senior level
	x
	

	Professional accounting qualification (CIMA, ICAS, CIPFA)
	
	x

	Knowledge and Experience
	
	

	Experience of leading on annual audit
	x
	

	Good working knowledge of all aspects of PAYE
	x
	

	Experience of work within the Voluntary Sector
	
	x

	Experience of contract management
	
	x

	Experience of motivating and leading a team
	
	x

	Track record of making successful funding applications/tenders 
	
	x

	Experience of developing business plans
	
	x

	Skills and abilities
	
	

	Excellent skills in using Sage or other similar accounting software
	x
	

	Excellent IT skills, particularly with Excel and other Microsoft packages
	x
	

	Excellent verbal and written communication skills
	x
	

	Ability to advise charities on book keeping and undertake independent examinations
	
	x

	Awareness of GDPR
	
	x

	Personal Qualities
	
	

	Able to work independently and proactively with a minimum level of supervision
	x
	

	High level of motivation and enthusiasm
	x
	

	Excellent organisation skills
	x
	

	Flexible approach with an ability to meet deadlines
	x
	

	A good team player and able to contribute to the Senior Management Team
	x
	

	Additional Job-Related requirements
	
	

	Satisfactory Disclosure check 
	x
	



