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Springboard for children for children

Finance Manager Part Time 2 days per week
(9 month maternity cover with possible extension)

Responsible to:

Liaises with:

Oversees:

Job Objective:

Chief Executive

Springboard Trustees

Education Director

Hub managers

Teaching Coordinators

Charities Auditors and Solicitors
Charities Commission

AEGON (Pension provider)

Robins Row (Charity Insurers)

Lloyds TSB, HSBC and CAF (Bankers)
HMRC

Bookkeeper

To act as Springboards Accountant, produce monthly and year end
accounts, regularly review and update financial systems to comply
with charities and financial legislation, oversee preparations of books
and accounts and ledgers, manage cash flow and ensure accurate
preparation of charity financial and legal returns plus reporting of
income streams and budget forecasts.

Provide and develop finance and management information
systems to satisfy external bodies and ensure accurate
reconciliation of activity achieved against proposed targets.

To be part of the senior management team comprising of Chief
Executive, Operations Director, and Education Director and be
available to attend trustee meetings.

To operate and maintain monthly payroll, and update systems as
required by changing legislation.

To act as Company Secretary.

Knowledge and Experience required:

Fully qualified certified/ chartered or management accountant.
Hands on Payroll (Sage) and statutory accounts experience.
Senior management experience with a track record of managing
operational systems.

Proven record of overseeing staff, delegate work, and managing
performance.

Experience in management accounting including preparation of
management and end of year accounts, budgets and forecasts.
Knowledge of SORP.

Excellent IT skill including: Sage, Excel, Word and Micro Office
Windows.

An understanding of the charity sector and charity finance including
both grant and commercial income streams.



Main Duties

Annual Reporting

Prepare detailed operations budgets showing anticipated income and
expenditure by hub and by school.

Providing final budgets to Hub Managers by hub and by school

Prepare detailed operating cash flow forecast showing funding flows and
defining funding gaps

Prepare annual audit file for inspection and prepare year-end statutory
accounts

Work with charity auditors at year end and deal with necessary
correspondence

Submitting returns to the Charities Commission and Companies House

Monthly Reporting

Payroll

Prepare monthly management accounts with reference sheets (from SAGE).
Analyse expenditure trends and seek remedial action with operations staff
where necessary.

Prepare monthly finance report for board and senior management team.
Implement and update appropriate financial controls throughout the
organisation

Maintain and update charity fixed asset register

Chase up non-payment of income from schools

Pay creditors in accordance with payment cycles.

Carry our variance analysis on each school/hub programme and recommend
appropriate remedial action.

Continually review and update finance and management operations
procedures and ensure compliance in all schools and hub locations.

Assist Chief Executives and Trustees in risks assessment and review.

Maintain monthly Finance files.

Maintain charity payroll.

Ensure HMRC tax returns are completed including P35, P60’s and tax, NI and
other payments are made on time

Maintain pension scheme collect contributions and issues to pension’s
provider.

Maintain monthly payroll files.

Company Secretary

Other Duties

Attendance at Quarterly Trustees meetings (early evening)
Filing of all statutory forms, annual returns, accounts and
resolutions

Maintaining Statutory Registers

Providing members and auditors with notice of meetings
Keeping minutes of directors/general meetings

To meet with Chief Executive to review operational issues and performance
To attend senior managers meetings.
To carry out any reasonable duties as required



Terms and Conditions:

Salary: Range £35,000 to £38,000 pro rata payable monthly in arrears
Holidays: 30 days pro rata plus bank holidays pro rata
Hours: 2 days per week — maternity cover

Terms: Terms and conditions are laid down in the Staff handbook
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