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JOB DESCRIPTION

Financial Controller

	Responsible to:
	Chief Operating Officer


	Job summary:

	This role is part of the Senior Management Team and is responsible for managing the financial activities for Signature.


	Competences:
	Achieving valuable results - M
Using resources - M
Analytical thinking - M
Building teams - M
Building relationships – M
Customer focus – IC/M
Personal conviction – IC
Decision making - M
Developing self - IC
Developing others - M
Organisational perspective - M



Key Tasks

	1. 
	1.  Manage the completion and reporting to the COO of the regular financial management tools such as accounts, budgets, outturn and financial statements within stated timescales. 


	2. 
	2. Monitoring and reporting to the COO the performance of each department and directorate to ensure activity is within anticipated profiles.

	3. 
	

	4. 
	3. Work with other areas of the organisation to produce return on investment calculations to ensure all projects, significant activities and products are viable for both the charity and commercial company. 


	5. 
	4. Create cash flow reporting and manage the working capital of the organisation to ensure the cash flow requirements of the organisation are met.

5. Liaise with the COO to maximise the investment returns of any surplus cash funds balancing risk and return.

6. Ensure any funding applications are viable and comply with the organisations financial strategy. Oversee all application preparations, accounting and claims and report to COO.

7. Management of the delivery of the balanced scorecard reporting.

8. Develop systems and procedures to ensure the efficient and effective management of the company’s finances.


	6. 
	9. Manage the finance team, ensuring all reporting produced is accurate and current.

10. Manage the relationship with external auditors and the organisation’s bank.

11. Carry out any other duties, which may reasonably be expected of the postholder. 


	
	



Relationships

	Internal:

	Staff at all levels.


	External:
	Customers, suppliers, assessors, auditors, trustees, bank.






PERSON SPECIFICATION
Financial Controller

	Requirements
	Essential
	Desirable

	Education/
Qualifications
	· Fully qualified Accountant (ICAEW, ACCA,CIMA,CIPFA,ICAI, ICAS)
	

	Experience
	· Management of small finance team.
· Payroll.
· Production of management accounts to given deadlines.
· Involvement in annual audit, including working with auditors.
· Preparation of statutory accounts.
	Work within education or charity sector.

Completion of project claims to various funders requirements.


	Knowledge
	· HMRC compliance, specifically payroll and VAT.

	Knowledge of SORP requirements.

Charity Law.

	Skills and
Abilities
	· Excellent interpersonal skills, able to deal with people at all levels.
· High degree of numeracy and the ability to analyse statistical data.
· High levels of energy and motivation.
· Excellent people skills.
· An ability to multitask.
· Good attention to detail.
· Sound decision making.
· Strong communication skills.
	Adaptable management style



	Location and working hours
	This post is based in the Signature’s Office in Mersey House, Mandale Business Park, Belmont, Durham, DH1 1TH. This is a non-smoking building and smoking breaks are not permitted.  

Working hours – Part-time 30 hours per week to be agreed.


	Salary
	Part time – Up to £35,000 gross per annum (will be pro rata to part-time hours), dependent upon skills and experience.  


	Holidays
	Part time – 25 working days per year, plus recognised bank or public holidays currently 8 in all (pro rata to part time hours).  Of the 25 days’ holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes down.


	Requirements
	Employees are expected to complete the following Signature courses within 2 years of commencing employment:

· Level 1 Certificate in British Sign Language.
· Level 1 Certificate in Developing Communication and Awareness with Deaf and Deafblind People.

Post is subject to a 6 month probationary period, receipt of references satisfactory to us and a DBS check.


	Pension
	Signature operates a voluntary pension scheme through the Pensions Trust.  The contribution rates are:  employees 5% and employer 10%.
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