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MIND IN CROYDONPRIVATE 

PERSON SPECIFICATION

Head of Finance and Resources
Listed below are the qualities or factors required of candidates for the post of Head of Finance. ‘E’ denotes essential criteria which will be used in shortlisting, while ‘D’ denotes desirable qualities or factors.

EXPERIENCE
1.1  Budget setting and preparation of management accounts 



E



1.2   Processing accounts on a computerised accounting package


E 

1.3  SAGE 50 experience 








D

1.4  Demonstrable experience of charity financial management including SORP 

and Charities Act 









E

1.5  Demonstrable experience of managing the annual audit and producing 

annual statutory accounts 








E


1.6  Working at a senior level in a finance team for at least 3 years 

(preferably in the charitable or not for profit sector)




E



1.7  Overseeing payroll (which is outsourced), dealing with any subsequent 

searches/appointment of new payroll firm if necessary




E


1.8  Demonstrable experience of producing reports to different stakeholders 
E


1.9  Demonstrable experience of project accounting 




E

1.10 Understanding/experience of Gift Aid claims




E














SKILLS, KNOWLEDGE AND ABILITIES

1.11 Excellent numeracy and financial awareness




E

1.12 High level of technical knowledge of accounting standards


E
1.13 Ability to produce complex financial reports that are accurate and clear for a range of users, including forecasting






E

1.14 Excellent knowledge of internal financial controls 



E

1.15 Good general computer literacy with a good knowledge of the Windows environment and its applications, including extensive Excel data manipulation/calculation 








E
1.16 Attention to detail and accuracy






E
1.17 Able to communicate successfully with a wide range of people 


E

1.18 Able to bridge the strategic and detailed operational domains 


E
1.19 Proven ability to analyse complex financial information making 

informed financial judgements and recommendations




E
1.20 Ability to manage a diverse workload, working to tight deadlines and 


dealing with conflicting priorities







E
1.21 Ability to work as part of a small team and be flexible according to the needs 

        
of the organisation









E

1.22 Knowledge of purchasing processes to tender for e.g. new telecoms, 

         
IT equipment/systems, photocopying equipment, furniture etc. for 


the whole organisation, getting best price and dealing with after sales 

        
issues 










D

1.23 Knowledge of credit control, chasing invoices and payments, ability to 

create a credit control system for late payments




E

1.24 Understanding of wider organisational management functions, including HR issues such as grievances and disciplinaries, investigations, hearings and helping with crisis and conflict resolution in the workplace including complaints handling, in order to be a full member of the Senior Management Team



E

1.25 Basic knowledge of health and safety legislation and the impact of this on 

our sites 










E
1.26  Abilities in dealing with sales ledger invoicing




E
1.27  Good communication skills







E
1.28  Commitment to equality of opportunity





E

1.29 Understanding of, and commitment to the aims and values of 
 Mind in Croydon








E

           1.30 A drive to improve how we do things





E


1.31 A problem solving attitude







E

1.32 Demonstrable change management skills 





E

EDUCATION/TRAINING

1.33 Fully Qualified: ACA/FCA, or ACCA/FCCA, or CIMA or CIPFA 


E


(or working towards and qualified by experience)
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