
[image: Logo, company name

Description automatically generated]



	JOB DESCRIPTION

	Job Title: 
	Head of Finance & Corporate Services

	Base: 
	Hyrbid, with some requirement for meetings in Glasgow

	Responsible to:
	CEO

	Salary:
	£53,000 - £55,000

	Hours:
	35 Hours
	Holidays
	37 days (including public holidays)



	Job Purpose

	To ensure the sound financial and corporate management of the CEIS group of companies and to ensure compliance with regulations governing charity finance. The postholder will play a key leadership role across the CEIS group, ensuring that the finance, payroll, treasury and corporate systems and services support the managers of the group to deliver effectively and report on performance as required by our service contracts. The postholder will produce financial reports and present data to the board and CEO. The postholder will also be key in driving system improvements and upgrading digital systems, they will also utilise digital tools to analyse data and identify any particular trends in performance or outcomes which need to be improved upon.



	Key Result Areas

	Finance Responsibilities and Tasks
· Produce management accounts monthly for all companies in group
· Support managers to produce annual budgets provide u
· Ensure Cash flow management and management of financial risks
· Manage all bank accounts including banking online, authorise bank payments weekly
· Monthly overhead and payroll allocation, apportionment across projects where relevant
· DSL - reporting on business lending
· Annual statutory accounts consolidation / annual returns (OSCR, Companies House, other), accounts production ready for audit
· Manage financial information for group KPI’s and budgeting, produce claims to Funders/Contractors and any other external reporting as required
· Taxation - liaise with Auditors re all tax matters, review VAT returns, VAT exemptions, Corporation Tax returns
· Line management of Corporate & Finance staff, team meetings, appraisals & supervision
· Attendance at in person Board meetings including preparation and presentation of relevant discussion papers
· Host monthly in person Finance Team meeting 

Corporate Services Responsibilities and Tasks
· Provide oversight, input and guidance in all matters relating to Corporate Services including update of CEIS group policies, Health & Safety, property management, quality management systems, insurance
· Data Protection Officer (DPO) for CEIS group, responsible for overseeing the data protection approach, strategy, systems, policies, procedures and its compliance along with IT Manager.
· Management and co-ordination of group wide HR activities (recruitment, absence, leavers, disciplinary, appraisals etc), including ongoing liaison with retained HR provider.
· Ensure CEIS group remains a progressive employer, open to all and acting as a responsible corporate citizen by implementing new strategies and policies across the group to meet evolving legislation and best practice developments, e.g. Net Zero, Fair Work, Equality & Diversity.
· Management of external relationships, including suppliers, pension provider, Auditor, professional advisers.



	Communications and working relationships

	Internal
	Management Teams:		Financial forecasting, updates, queries
Company Secretary:		preparing OSCR annual returns


	External

	Board Members:	Exchange of information/execution of instructions
Auditors:		Plan annual audit and seek specialist advice when required
Suppliers:              	Contract management of external suppliers, advisers and subcontractors




	Responsibility for resources

	4 direct & 1 indirect

Financial Administrator	
Bookkeeper
Corporate Services Manager
IT Manager
Office Manager (indirect)





	
 
Person Specification
	ESSENTIAL
	DESIRABLE

	Member of recognised professional accountancy body
	[bookmark: Check1]|_|
	

	Demonstratable experience in financial management at senior level
	|_|
	

	Experience of staff management and support
	|_|
	

	Ability to present financial information to a wide range of audiences  
	|_|
	

	Corporate services background
	
	|_|

	Strong working experience of Microsoft Excel and SAGE50 
	
	|_|

	Strong understanding of HR principles
	
	|_|

	Strong analytical skills
	
	|_|

	Knowledge of third sector/charity working environments
	
	|_|

	Experience of leading change improvement initiatives
	
	|_|

	Experience of data visualisation
	
	|_|
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