[image: image1.jpg]


[image: image2.jpg]shared

&y
B lives s

www.sharedlivessw.org.uk







JOB DESCRIPTION

BUSINESS & FINANCE LEADER
Reporting to:
Chief Executive

Line management:
Finance Manager

ICT Support Officer
Working with:
Team Leaders

Leadership Assistant
Based at:
Zealley House, Kingsteignton 
PURPOSE STATEMENT
Support the growth and success of the organisation by delivering business and finance functions aligned to our vision and values. 

DUTIES INCLUDE:
Leadership

1. To be the business and finance lead for the organisation, working with and supported by other Leaders, the Chief Executive and the Board of Trustees. 
2. Be responsible for the strategic direction and development of the organisation, attending and contributing at leadership team and Board of Trustee meetings, and communicating the strategic vision to other staff. 
3. To work closely and cooperatively with the other team leaders to ensure consistent practice, clear communication and consensus on all issues.
4. Line manage staff in support of the People and Culture strategy to safeguard the organisational culture, aligning key people processes to the organisations’ vision and values, and informs strategic planning and decision making.
Financial management
5. To promote the efficient and effective management of the organisation’s financial resources and assets, identifying and implementing measures to improve efficiency, productivity and security of financial policies and processes.
6. Ensure a budgeting, forecasting and reporting process that enables the organisation to make informed decisions, supporting the development of long-term financial strategies. 

7. Support Leaders to develop their financial literacy and understanding, enabling them to contribute effectively to the development of financial management and reporting that better informs strategic decision making. 
8. To ensure the timely processing of the organisations’ payroll process and submission of tax and statutory returns, ensuring regulatory compliance with the Charity Commissions, Companies House, HMRC, and the Pensions Regulator. 
9. To work closely with the Funding and Benefits Leader to ensure that all funding and benefits information and systems are fully integrated into the financial management processes of the organisation.
10. To maintain and develop effective relationship with our auditors, insurers and bankers and the finance and contracting departments of local authority purchasers.
Performance, risk and business management
11. To capture, analyse and report on the performance of the organisation at all levels within Shared Lives South West and for external stakeholders, as required.
12. To lead on risk management and reporting at board and leadership level, and ensure that significant risks are addressed with appropriate business continuity and health and safety planning. 
13. To ensure that the organisation has in place a robust and effective quality assurance scheme that guarantees continuous improvement in all areas of the organisation.
14. To ensure the effective management of our office premises and resources, delivering value for money on expenditure and building effective supplier relationships.
ICT and data management

15. To ensure that the organisation has the necessary ICT hardware, software and support in place to meet operational requirements and the needs of all staff.
16. To oversee the maintenance and development of our bespoke database and all other information systems, ensuring that all key operational, performance and service delivery information is captured accurately and consistently.
17. To be the lead on data protection, ensuring that all systems and activities comply with legislative and contractual requirements.
Other duties

18. To encourage efficiency in use of all Shared Lives South West resources and establish an environmentally friendly office environment.
19. To contribute to the active development of the role to meet the needs of Shared Lives South West. 
20. To maintain confidentiality at all times in line with the confidentiality policy.
21. To undertake any other duties as directed by the Chief Executive that may be appropriate to this post.
