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Citizens Advice Bucks Finance Manager: 
Role Description

Terms of Appointment 

	Salary 
	£40,000 - £45,000 pro rata

	Location
	Remote with ability to travel to face to face meetings in Buckinghamshire on an occasional basis

	Pension 
	Defined contribution pension scheme with an employer contribution of 6% 

	Annual leave 
	25 days plus public holidays pro rata

	Contract 
	Permanent

	Working hours 
	2.5 days (18 hours) a week  

	
	


 
Job Purpose: 

· To ensure that accurate and timely financial information is produced for the CEO, other department managers and board of trustees
· Providing a full financial management service to the CEO and board of trustees

PRINCIPAL TASKS AND RESPONSIBILITIES 

1. Prepare management accounts and other finance papers to be reported to the Trustee Board or Treasurer on a regular basis.
1. Review actual spending against budgets, on a project-by-project basis, and highlight any material discrepancies for corrective action. 
1. Prepare the statutory financial statements (compliant with the Charity SORP), to draft state, and financial sections in the trustees’ annual report working closely with the Treasurer and external auditors.
1. Advise the CEO and Trustees on reserves position and information needed for the reserves policy.
1. Review and update the financial procedures manual (liaising with the Treasurer)
1. Identify, implement and review internal financial controls (liaising with the Treasurer). Report to the Trustees effectiveness of financial controls.
1. Be responsible for reconciliation of all balance sheet accounts (including all bank accounts and petty cash)
1. Be responsible for cash management and cash flow forecasting.
1. Identify monies owed to the Citizens Advice Bucks by external funders, and to take action to recover these.
1. Assist with the preparation of funding bids by providing budgets based on full cost recovery.
1. Work with the Development and Communications team to complete funder returns and returns to Citizens Advice. 
1. Identify opportunities to claim Gift Aid and to complete Gift Aid Returns to HMRC.
1. Ensure the CAB is compliant for pensions auto-enrolment and oversee all pension administration and all payroll administration. 
1. Ensure the CAB is compliant with Charity and Company law – in particular making sure that financial statements are submitted on time.
1. Keeping abreast of charity finance sector issues and communicate these to the CEO and Treasurer where relevant. 
1. Line manage Finance Officer whose responsibilities include processing payments and receipts using the QuickBooks accounting system.
1. Identify and account for restricted funds.




Person Specification 
 
	ESSENTIAL REQUIREMENTS 

	1.  
	Full qualification in accountancy or demonstrable equivalent experience

	2.  
	Evidence of CPD ideally in charity finance 

	3. 
	Experience of costing bids and monitoring expenditure against projects

	4. 
	Recent and ongoing experience of delivering financial management in a charity with experience of meeting deadlines and setting priorities

	5. 
	Experience of using QuickBooks or similar accounting package and Microsoft Excel spreadsheets.

	6. 
	Recent and ongoing experience of preparing management and statutory accounts and trustee board papers

	7. 
	Recent and ongoing experience of budgeting, particularly project-by-project, costing of bids and leading on the budgeting process across the organisation.

	8. 
	Self-reliant and able to problem solve independently

	9. 
	Ability to prioritise workload

	10. 
	Staff supervision and development experience
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