Woodbrooke: Staff Job Description and Person Specification
Head of Finance and Compliance 

Woodbrooke Quaker Study Centre

An opportunity to bring your professional skills to help shape Woodbrooke’s management of finance and compliance for the future. We are looking for someone who is inspired by the chance to develop, adapt and implement systems and processes for financial operations, compliance, governance and planning. 
Woodbrooke is a learning organisation working with Quakers and others. We offer courses and events at our centre in Birmingham, as well as online and in local Quaker communities across the UK and occasionally beyond.  Woodbrooke Quaker Centre Limited is a trading subsidiary of the charity through which we hire our centre as a conference venue and for B&B accommodation. The centre is a listed building, has around 70 bedrooms, 10 meeting rooms and 10 acres of mature organic gardens and grounds.
	We are looking for someone who:
· is inspired by the chance to develop, adapt and implement systems and processes for financial operations, governance and planning 
· Who can bring imagination and inspiration to Woodbrooke’s financial modelling 

· Who can engender the trust of the Trustee board because of both their knowledge and experience, and their place within the Management Team.
· Who can handle the complexity of an organisation operating as both a charity and a commercial company.



Job Title: 

Head of Finance and Compliance
Date: 


16 December 2019
Accountable to: 
Director
Responsible for:

Finance Team
Role summary
	To make sure Woodbrooke’s financial and business functions operate efficiently, and ensuring Trustees and the company directors are supported in their governance of the Charity and the trading subsidiary by the production of timely and accurate financial information. 



Responsibilities
	Principal activities:

· Redesign and implement new financial processes and systems to improve automation and reporting.

· Management and oversight of all functions and activities related to regulatory & legal compliance.

· Leading the work of modelling and analysis to test new ways of working for Woodbrooke’s charitable and commercial activities.
Further activities
· As part of the Management Team, take overall responsibility for financial systems and planning. 

· Line manage the Finance Team and manage links with other departments. 

· Create new approaches to financial modelling using external advice where appropriate.

· Oversee the development of policies and procedures which ensure legal and regulatory compliance.  
· Develop and monitor Woodbrooke’s annual budget and manage cash flow for the organisation.
· Prepare charity and company annual accounts and consolidated accounts for external audit to meet all statutory reporting obligations.
· Provide clear financial information to the staff team, trustees and members of the company board.

· Manage restricted income streams from multiple funders and provide financial reporting to funders.

· Carry out any other duties and responsibilities commensurate with the post.



Person Specification 
	Essential:

· Current CIMA, ACCA, ACA, CIPFA qualifications, or equivalent

· Budget management experience with the ability to undertake financial analysis, modelling, forecasting and the preparation of year-end financial statements

· Experience of preparing and monitoring business plans, including detailed cash flow and income/expenditure forecasts 

· Excellent written and verbal communication skills, with the ability to communicate complex financial matters in a clear and understandable manner
· Ability to design, organise and implement models, systems and procedures

· Ability to plan and work at both a strategic and operational level

· Ability to oversee, manage and report on regulatory compliance and manage risk.

· Ability to manage people effectively and get the best out of them
· Ability to work as part of a team responsible for leading and managing the overall organisation

· Ability to develop policies and procedures which reflect the organisation’s values
Desirable

· Experience of operating at senior management team level

· Understanding and experience of operating a payroll system 
· Knowledge of VAT and PAYE regulations

· Experience of working within the charity sector and with a board of trustees
· Experience of financial reporting to grant funders.

· Sympathy with Quaker values.
Specific requirements of the role

· Eligible to work in the UK. We regret that we are unable to apply on a candidate’s behalf for a UK permit to work in this role.




Working time and location
	The role is offered as a full time position of 35 hours per week, however we are very willing to be flexible on the number of hours and working pattern. Some evening and weekend working will be required especially in relation to working with the board of trustees and the company directors who carry out these roles on a voluntary basis.

The role is based at Woodbrooke Quaker Study Centre, 1046 Bristol Road, Selly Oak, Birmingham, B29 6LJ, and we will consider requests for some element of homeworking.



Remuneration and benefits
	Salary band 9  - min £38,220 - max  £42,466  per annum, paid monthly
Annual leave entitlement 33 days per annum (including bank holidays) for full-time staff.
Employer Pension contribution of 6% if matched by employee contribution of 4% minimum

Free staff lunch and refreshments, parking &  family and friends discounts



Form RP-1






                                                                                       Registered Charity No 313816

