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Job Description and Person Specification 
Job Title:  Finance and Operations Leader
Contract type: Permanent 

Responsible to: Leadership Team and Board of Trustees

Staff responsible for: operations and finance administrator 
Location:   Roehampton

Salary: £ 35,000 pro rata per annum
Hours: 22.5  (amount of hours are negotiable)

Job Purpose: To manage Regenerate’s back office operations, financial procedures and practice and fundraising strategy.
Main Responsibilities  

· Responsibility for effective day-to-day management of Regenerate’s finances and delivery of all operational aspects of the back end functionality of the charity

· To develop, implement and manage finance procedures and strategy for Regenerate

· To develop information management systems and reporting functions
· To oversee HR procedures 
· Manage the Finance and Operations Administrator
Key Tasks:  

FINANCE: 

· Competent management of a yearly budget of over £400K 

· Competent management of finances, financial procedures and development of financial policy.

· Manage the outsourcing to consultants ensuring the monthly P&L, cash flow forecasts and financial report is produced 
· Create budgets for each project within Regenerate and monitor income and expenditure for these

· Oversee the book-keeping and all income and expenditure for Regenerate and The Feel Good Bakery carried out by the Finance and operations coordinator and Feel Good Bakery administrator.

FUNDRAISING:
· Manage information and funding pipelines for the fundraising team
· Oversee and liaise with Regenerate fundraisers i.e. Feltham fundraisers ensuring they have information required for applications in relation to budgets and forecasts
OPERATIONS:
Human Resources:

· Oversee pay scales for staff and cost of living pay increases each year

· Work with leadership to manage sensitive employment situations as and when they arise.
· Oversee the recruitment process of new staff

· Liaise with external HR Company on employee relations 
Information Management:

· Manage the production of the annual accounts and trustee report for the charity commission and companies house.

· Ensure information on Charity Commission and Companies House is kept up to date and deadlines and requirements are met for Regenerate and The Feel Good Bakery.

· Ensure Regenerate complies with Data Protection law and regulations

· Establish clear reporting cycles using Salesforce functions working alongside program managers with appropriate MI with a view to driving organizational performance.
· Manage the Data & Reporting cycles to ensure that regular reports are developed and produced to monitor the operational and strategic performance targets of all delivery areas.

· Manage the administration of all MIS systems and ensure that the integrity and completeness of data held within MIS systems through data cleansing.
Facilities:

· Manage Lease agreements

· Oversee project management of facilities issues

· Ensure health and safety guidelines for the office and facilities and met and monitored according to policies and procedures.

Senior management team:

· Be a part of the leadership team of the charity alongside the CEO and Service Leader to make strategic decisions in relation to finance fundraising, HR and charity law, ensuring that Regenerate excels in it’s aims and objectives.
· Attend and contribute to Trustee meetings giving financial reports, updates and recommendations when requested.
RELATIONSHIPS:
External Relations: 
· Suppliers, customers of The Feel Good Bakery, financial donors to Regenerate
Internal Relations: 
· Staff, volunteers, Board of Trustees
Discretion to Act 
Responsible to the Chief Executive for the delivery of work as agreed within the working group and with the Development director, and in accordance with annual plan of work and Regenerate’s organisation strategy. All work must be contributing towards achieving the specified outcomes and objectives.  Perform other duties as instructed by the CEO. 

Environment 

· Open plan office in the heart of Roehampton, London

PERSON SPECIFICATION
The successful candidate must have a BA Honours degree or equivalent work experience in the relevant area:
	Criteria
	Essential
	Desirable

	1. Abilities & Skills


	Problem assessment & solving skills, excellent attention to detail and accuracy and the ability to be flexible.
	✔
	

	
	Excellent communication skills – written and verbal.
	✔
	

	
	A team player 
	✔
	

	
	Excellent organisational skills, able to self-motivate & time manage.
	✔
	

	
	Excellent interpersonal skills to build working relationships with a full range of people including volunteers & donors
	✔
	

	
	Planning a financial management strategy for a charity or organisation which has £400K turn over

Book keeping and financial forecasting, managing a turnover of  £400K plus
	✔
	

	
	Strategic planning and the ability to turn plans into practical actions.
	✔
	

	
	Proven ability to interpret and manage accounts
	✔
	

	
	Proven ability to monitor projects to specification and deadlines
	✔
	

	2. Knowledge
	Sound knowledge of computers including e mail, word and excel.
	✔
	

	
	Excellent understanding of administrative procedures, systems and office management.
	✔
	

	
	Understanding of and ability to maintain confidentiality.
	✔
	

	3. Experience
	Experience of working within an office environment 
	✔
	

	
	Experience of managing or monitoring projects in the charitable sector
	
	✔

	
	Experience of accounting systems (ideally QuickBooks)
	✔
	

	
	Experience working with Information management system
	✔
	

	4. Education/Training
	Undergraduate degree or equivalent   
	✔
	

	
	Management/ Business qualification 
	
	✔

	
	Undertaken training in computers, software packages or other relevant areas
	✔
	

	5. Other
	Supportive of the aims and purposes of Regenerate
	✔
	

	
	Sympathetic to the Christian faith
	
	✔
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