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Mind in CroydonPRIVATE 

JOB DESCRIPTION

Mind in Croydon is a voluntary organisation which is concerned with the welfare of people with mental health problems, their families and carers resident in the London Borough of Croydon. 

Title of Post

HEAD OF FINANCE AND RESOURCES   
Hours per week
36 per week

Responsibility
Responsible to the Chief Executive
Staff


Responsible for finance officer/administrator
Purpose of Post   

	To lead and manage the finance and resource functions for Mind in Croydon and the Mind in Croydon trading company, working with the CEO, SMT and the Board to provide Finance and Resource Management support at both a strategic and operational level. You will ensure the consistent operation of effective financial and budgetary controls; and provide a high quality service and relevant reporting to a range of stakeholders on all aspects of financial performance and corporate resource planning and implementation. 


This role requires attendance at evening Board meetings as necessary and evening Finance & General Purposes committee, Risk Committee and other committees of the Board as required.
PRIMARY TASKS

•
Relevant, reliable and accurate financial performance reports to a range of stakeholders including monthly management accounts, forecasting, quarterly reports for SMT and the Board and annual accounts 

•
Production of annual budget and presentation to relevant stakeholders 

•
Heads of Service and managers supported to build and manage their income and expenditure budgets effectively 

•
Effective management of cash flow, investments and reserves 

•
Ensure external reporting and regulation requirements met e.g. HMRC, Pensions Regulator 

•
Ensure strong controls effectively implemented within the organisation, through regular process and policy review as well as staff training 

•
Lead responsibility for liaison with auditors and production of statutory auditable annual accounts, and supporting schedules according to agreed timetables 

•
Systems and processes, relating to finance and resources, documented and working reliably and accurately 

•
Reliable and resilient IT, telecoms and office/business support infrastructure managed and maintained

•
Financial and cost accounting support to managers in relation to cost control/reduction and the development of bids and tenders

•
Problems investigated and resolved as they arise 

•
Evidence of continuous improvement 

•
Motivated, effective team

	KEY RESPONSIBLILITES 
Leadership and Management 
· Act as a key member of the Senior Management Team, working with and alongside colleagues on the strategic and corporate leadership of Mind in Croydon Ltd and Mind in Croydon (Trading) Ltd. 

	· Apply a strong commercial approach to the management of the organisation’s finance and resources systems, processes and procedures

· Manage and develop finance staff, ensuring that they operate efficiently and flexibly, and are focused upon meeting the needs of internal and external customers and partner agencies.

Management Information and Financial Performance 
· Ensure management accounts are produced and distributed accurately and reliably on a monthly basis 

· Produce an annual budget and regular, relevant financial and resource performance reports for different stakeholders, including funders 

· Produce regular forecasting reports to enable the organisation to plan and adapt to changes throughout the year 

· Ensure financial reports are clear and accessible for different audiences, including board members, managers, commissioners and funders 

· Ensure project accounting methodologies are built into the finance system to enable managers to effectively manage the financial performance of services and projects 
· Working with service and project managers, complete all financial information required by funders in their monitoring returns

· Prepare and present regular finance and resource management reports, including monthly comparisons of income and expenditure against budgets, aged debtors’ analyses etc. to SMT, managers and at relevant Board and other governance meetings, including the Finance and General Purposes Committee 

Financial Management and Financial Control 
· Carry out financial risk analyses and appropriate internal audits, to ensure systems are in place for managing risk and ensuring effective internal control 

· Ensure accurate and viable costings are included in contract bids, reflecting full cost recovery and support other staff in matters relating to issues such as TUPE or redundancy calculations, calculations relating to new projects, staff, contractors rates etc.

· Ensure compliance with all statutory and policy requirements relating to the financial control, management and accounting of Mind in Croydon Ltd and Mind in Croydon (Trading) Ltd., including, for example, payroll and pension requirements, tax, VAT and Gift Aid regulation 

· Lead in the provision of information to the organisation’s external auditors, liaising with them on the annual audit and production of the Annual Accounts 

· Assessment of business cases and cost benefit appraisals for new resources across the organisation. 

· Create and monitor procedures, processes and systems relating to efficient management of issues such as credit control, invoicing etc.
Treasury Management 
· Manage the banking strategy, ensuring effective cash flow management, and ensuring full compliance with any loan covenants; 
· Responsible for online banking and credit card transactions for projects that receive credit card income e.g. the Counselling service, or online payments/transactions, e.g. Retail sales

· Maintain effective relations with lenders and bankers 

Payroll & Pension 
· Lead responsibility for effective, accurate and timely Payroll processes and operations within the organisation and management of relationship with external payroll agency 

· Liaise with Mind in Croydon’s Head of Human Resources and Administration and payroll bureau to ensure the smooth running of the payroll system, including calculation of annual leave entitlements, maternity payments etc.

· Manage the relationship with the organisation’s pensions scheme, currently Now: Pensions

Insurance

In liaison with the CEO, SMT, relevant honorary Officers and/or sub-Committees:

· Ensure adequate and appropriate insurance cover is in place for all Mind in Croydon activities

· Manage any insurance claims which may arise 

 Resource Management and Purchasing 
· Ensure the organisation has a reliable and resilient IT and telecoms infrastructure that is fit for purpose, economical and meets its needs, including appropriate support mechanisms and back-up/risk management 

· Maintain all information required for the administration of contracts with external IT suppliers e.g. licence register 

· Lead responsibility for procurement of cost-effective central resources e.g. stationery, IT equipment suppliers, leases for photocopiers, furniture, energy providers etc., including central purchasing proposals and after-sales issues

· Maintain asset register 

· Manage the procurement and allocation of laptops and mobiles and other business peripherals
· Assume other appropriate responsibility for resource management, as agreed 




Other 
· Take a full part in the general management of Mind in Croydon’s headquarters building including standing in for other members of the Mind in Croydon Senior Management Team (SMT) when they are on annual or sick leave, including over Christmas/New Year, summer holiday period etc. (all five Managers of the SMT fulfil this function in liaison with each other). This will on occasion involve liaising with service users calling at the building and ensuring the wellbeing and safety of staff and other visitors.
· Complete all Office of National Statistics requests such as Annual Survey of Hours and Earnings (ASHE), Business Register and Employment Surveys and Agency Worker Regulations (AWR) documentation re temporary workers.

· Work some additional hours at busy times of year, for example year end (time off in lieu may be taken if agreed beforehand with CEO). 
· Under the provision of the Data Protection Act, it is the responsibility of each member of the team to ensure that all data, whether computerised or manual, is kept secure at all times. This includes data relating to members, other employees and volunteers. Data must not be disclosed to any unauthorised person and must be regarded as strictly confidential at all times 

· The post holder may be in possession of personal details of members and other confidential information. This must not be discussed or divulged to any unauthorised person 

GENERAL

i.
To work as a member of a team, communicating with others in writing and face to face, taking part in staff meetings and team meetings.

ii.
To maintain quality standards in accordance with Mind in Croydon’s policies and procedures.

iii. To accept line management and supervision from the post holder’s designated line manager and to engage constructively in this process.

iv. To accept the need to learn from experience, to actively take part in reflective practice, to change where necessary, develop new skills and keep up to date with current practice and undertake training as directed by the post holder’s designated line manager.

v. In addition to the tasks and duties outlined in this job description, to undertake any other tasks identified and which are generally compatible with the functions of the post.

vi. Staff will be responsible for respecting and maintaining personal and professional boundaries concerning relationships with service users, volunteers and other staff. Also to act in a professional and responsible manner which does not have a negative impact on the service or the organisation as a whole and which is in accordance with the policies and procedures of Mind in Croydon Ltd. It is the responsibility of all staff to inform a member of the senior management team immediately if service users, volunteers or staff do not comply with the above.

MIND IN CROYDON POLICIES
a. EXTERNAL RELATIONS

The post holder may only submit written material or speak to the press in accordance with the Mind in Croydon guidelines for contact with the media.

b. USER PARTICIPATION

Mind in Croydon is committed to encouraging full participation of service users in the planning and running of all aspects of its work.  All staff are expected to assist and encourage users to take full responsibility in the day-to-day activities of the project.

c. EQUAL OPPORTUNITIES

Mind in Croydon is committed to an Equal Opportunities Policy and is opposed to discrimination on grounds of any of the protected characteristics as outlined in the Equalities Act 2010: age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.  All employees are required to work within this policy.
d. CONFIDENTIALITY

All employees of Mind in Croydon are expected to respect the rights of clients to privacy and confidentiality as far as possible within the constraints of legal requirements and the safety of other people. 

This Job Description is not meant to be exhaustive. It describes the main duties and responsibilities of the post. It may be subject to change in the light of developing organisational and members’ needs and wherever possible change will follow consultation with the post holder. 
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