Rural Community Council of Essex

Job Description

Job Title:
Finance Manager
Reports to:
Executive Director

Purpose:
To support the delivery of RCCE’s (“the charity’s”) strategy through the provision of financial services
Salary:
c £32,000 per annum FTE
Hours: 
21 hours per week
Location:
RCCE offices, Feering, Essex (Homeworking whilst office is closed)



Principal Accountabilities:

i) Process, on a monthly basis, all authorised supplier invoices on Sage 50.  Import the payable amounts into Barclays’ BACS payment software for payment.

ii) Assemble and verify, on a monthly basis, the payroll data required to be transmitted to the charity’s payroll bureau.  Upload the resultant payroll data into Sage 50.
iii) Process, on a monthly basis, all sales invoices on Sage 50. Communicate with staff and third parties as necessary to collect outstanding debts.

iv) Create a monthly spreadsheet of bank transactions (i.e. direct debits, standing orders, bankings, direct credits) and upload the spreadsheet into Sage 50.

v) Update Sage 50 on a monthly basis for depreciation charges, prepayments and accruals. 

vi) Reconcile, on a monthly basis, the company’s bank accounts and control accounts.

vii) Submit the charity’s quarterly VAT returns to HMRC, in compliance with Making Tax Digital requirements.
viii) Prepare the charity’s annual statutory accounts and its annual return to the Charity Commission.  Liaise with the statutory auditors as necessary.

ix) Provide financial data for funding bids, tender submissions and drawdown claims as required.
x) Prepare the charity’s annual budget. Produce and distribute quarterly financial forecasts v. budget.
xi) Ensure all financial systems and records are maintained in accordance with the organisation’s financial regulations and its charitable status.
xii) Play a key role in RCCE’s Management Team, championing RCCE’s drive for continuous improvements in the quality of its processes and services.
xiii) Attend, and provide advice to, meetings of the charity’s Board of Trustees and of its sub-committees.
xiv) Undertake any other duties, within the scope of existing knowledge, skills and abilities, as may be required by the Executive Director.

Experience, Skills and Abilities Required:
i) Minimum of three years’ experience in an accountancy role, preferably in the charity sector.

ii) ACA/ACCA/CIMA/AAT qualification or equivalent experience is desirable.

iii) Experience in the use of Sage 50 or similar accountancy software. 

iv) Experience in the use of Microsoft Office applications, including Excel, Word, PowerPoint and Outlook.

v) Experience of preparing statutory accounts, and a knowledge of statutory regulations.

vi) The ability to communicate confidently with staff and management at all levels, both verbally and in writing.
vii) Ability to plan one’s own work programme and to work without supervision.

viii) An attention to detail.

