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Hospice Care for Leicester, Leicestershire & Rutland

Being there for you
and your family




JOB DESCRIPTION

JOB TITLE:



Finance Manager
LOCATION:



Hospice
HOURS:



Negotiable - up to 37.5 hours per week 





Worked over 5 days on a hybrid basis

RESPONSIBLE TO:

Director of Finance & Resources
REPSPONSIBLE FOR:

Management Accountants, Finance and Payroll Administrator and Finance Assistants. Support only for Dove Cottage finance team.
JOB PURPOSE:

To lead in the development of accurate and informative financial information, drawing upon a highly effective finance team, using robust and compliant systems and practice to inform strategic and operational decision making.
DUTIES AND RESPONSIBILITIES:
FINANCE:
· Responsibility for the completion of all month end procedures, including consolidation, resulting in accurate and meaningful monthly Management Accounts including P&L, forecasts, cashflow, balance sheet and KPI’s. 
· Responsible for the development of accurate annual statutory accounts in line with SORP recommendations and requirements. 
· Oversee and maximise the operation, upkeep and access of accounting systems in accordance with financial policies.
· Develop and update financial policies in line with statutory obligations and ensure systems and practice are reflective and compliant.
· Lead on financial modelling to inform business development, fundraising strategies and creates value for money across all activities and services. 
· Lead in relevant procurement processes where necessary.
· Lead in the development of accurate three-year budget and reforecasting, along with the production of financial information to support funding bids, tenders and generation of new income. 
· Provide financial training and support to budget holders to ensure they are able to fulfil their duties effectively.
· Responsible for the payroll function to ensure timely and accurate payment is made to all employees, HMRC and pension providers and in line with statutory obligations.
· Oversee purchase and sales ledger management whilst considering organisational cashflow needs.
· Lead on treasury management including cashflow, banking and investment portfolios
· Provide guidance and prepare statutory returns by external deadlines including but not limited to Office of National Statistics and VAT.
· Assessing, monitoring and recording financial risks across the charity
· Act as the financial lead to our external auditors and funders: prepare information and supporting evidence on spend and work with funding leads to present this in a meaningful way.
· Deputise for the Director of Finance & Resources in their absence in relation to the financial needs of LOROS. 
· Lead in the development and implementation of key financial projects.
· Oversee restricted and designated funds to ensure accurate accounting principles are applied and funds are treated in line with donors wishes.
PEOPLE:

· Lead, guide and develop a team of finance professionals, including providing support, guidance and training; appraise and manage performance
· Ensure the finance team workflow is allocated and managed effectively.
· Supervise the input of data ensuring the accurate recording and processing of all financial transactions, in line with finance policy and procedures.
· Identify and deliver where appropriate, individual and team training needs and plan accordingly through appraisals.
· Ensure staff adhere to the policies and procedures.
· Be an active member of the LOROS Management Team

GENERAL:
· Be responsible for personal learning and development and keep up to date with research, relevant legislation, policy and practice, and other literature relevant to the role.
· Participate in supervision, training and meetings as required, and assist in the development of services in line with agreed development plans.
· All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS Confidentiality Policy.
· To carry out and comply with the prevention and control of infection as per LOROS policies and procedures.
· All staff are subject to LOROS policies, procedures and conditions of service, with reference to the Health and Safety at Work Act 1974.
· Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.
· Co-operate with their employer as far as is necessary to meet the 
requirements of the legislation.
· All staff should be aware of and aim to contribute to LOROS’ Vision and 
Mission and also strive to exhibit the Values & Behaviours at all times (see 
attached document).
The contents of this job description are not exhaustive and may be amended in accordance with the needs of the service after discussion with the post holder whose agreement will not be unreasonably withheld.

Signed……………………………………………………………….Date…………………………………………

Postholder

Signed……………………………………………………………… Date ………………………………………..

Line Manager
