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Dear Applicant,







9th April 2019
Re: Finance Manager Position

Thank you for taking the time to consider the role of the Finance Manager Position at the Limehouse Project. 

The Limehouse Project (LHP) is one of Tower Hamlets leading community anchor organisations, providing a wide range of services to communities throughout east London. From legal advice on a range of social welfare issues to financial capability services, accredited learning programmes, and employment support services, we work both independently and in partnership with a wide range of other organisations and businesses to ensure every one of our client’s is given the timely aid and active support they need to deal with – and move on from – whatever issue they face. 

We are seeking an experienced Finance Manager who has knowledge and understanding of how charity finance works. You will have a genuine understanding of, and commitment to, the aims and values of the LHP and work effectively alongside the Director to implement the financial policies whilst working to support our dynamic teams. 

The Finance Officer will be responsible for preparing financial statements, monthly management accounts, maintaining cash controls, preparing the payroll, purchasing, maintaining accounts payable & receivables, budget preparation and managing office operations.
To input all financial data on QuickBooks Online software, ensuring that authorisation and documentation is received from the appropriate members of staff, and filed accessibly.
This is a unique opportunity for an experienced, committed individual to work alongside inspirational and passionate colleagues at a very exciting stage of development at the LHP. 

I have pleasure in enclosing the following:

1.
Job description & Person specification

2.
Application Form

3.
Guidance Notes on completing the Application Form

4.
Limehouse Project Recruitment Monitoring Form 

5.
Annual Report to give you some back ground information about Limehouse Project

If you would like an informal chat about the role before applying, please do give Farida a call on 020 020 3069 7458
Thank you again for your interest in this role and we look forward to receiving your completed application.

Please send the completed application form along with a covering letter to Farida Yesmin, Director, Limehouse Project at recruitment@limehouseproject.org.uk

Recruitment timetable:

Closing date for applications: 23rd April 2019
Interviews: 29th April 2019
We look forward to receiving your completed application.  

Yours sincerely, 

Mrs. Farida Yesmin
DIRECTOR
 
	JOB DESCRIPTION


	


Job Title: 


Finance Manager
Wage:



NJC Point Scale point 32, pro rata 

(£31,223 per annum pro-rated to full time including London       

Weighting)

Hours:



21 hours per week

Responsible to:


C.E.O
Purpose:  The Finance Manager is responsible for maintaining financial and accounting services in order to meet legislative requirements and support Limehouse Project operations. 

The Finance Manager is responsible for preparing financial statements, monthly management accounts, maintaining cash controls, preparing the payroll, purchasing, maintaining accounts payable & receivables and managing office operations. 

Responsibilities:  
To prepare monthly management accounts for The Limehouse Project, including Balance Sheet, restricted funds reconciliation, individual project accounts and rolling 12 month cashflow

To produce organisational budgets for Limehouse Project, with the Director and import to QuickBooks

To collate purchase invoices and set up payments for The Limehouse Project at our bank account

To input all financial data on QuickBooks Online software, ensuring that authorisation and documentation is received from the appropriate members of staff, and filed accessibly

To raise Sales invoices for The Limehouse Project, as required, dealing with debtor queries and chasing payments

To administer the payroll on QuickBooks and set up payments to employees, HMRC and the pension provider online, promptly dealing with any queries from HMRC and from employees.  To ensure that staff records are accurate & up to date.

To liaise with the bank and deal with any queries

To reconcile the bank account on QuickBooks

To reconcile petty cash floats and agree with these with Service Coordinators

To reconciliation the Balance Sheet accounts on a monthly basis

To prepare Year End accounts for auditors, and liaise with them during the audit process

To provide support to the Service Managers in managing their budgets

To draft budgets for fundraising bids and reports to funders 

To report to funders on the financial performance of projects and collate monitoring data from Service Coordinators

Organisational

To draft financial policies and procedures and ensure their implementation

To attend the Finance Committee to advise on the management accounts and other figures

To manage the insurance for The Limehouse Projecs

To observe The Limehouse Projects’s Confidentiality Policy and its Equal Opportunity Policy at all times

To observe the charity’s rules relating to Health & Safety

Any other tasks as necessary which the Director may reasonably require

To observe the Limehouse Project Confidentiality Policy and the Equal Opportunities Policy at all times.

Person Specification 
	Essential
	Desirable



	· Qualification or part qualification with a CCAB institution (ACCA, CIMA, etc)

· 2 years’ experience managing the finances of a charity

· Minimum 2 years’ experience of a computerised accounting programme

· Experience of running payroll on computerised accounting software

· Knowledge of legislative framework for finance, to ensure compliance

· Experience of budget-setting 

· Experience of drawing up monthly management accounts

· Knowledge of Microsoft Office products, good competency in Word and Excel

· Hard-working, honest, trustworthy

· Accuracy and care in recording financial information

· Ability to manage workload to meet achieve multiple deadlines

· Excellent organisational, record keeping and planning skills.
· Excellent written and verbal communication skills.





	· Experience of using QuickBooks Online

· Experience of running payroll in QuickBooks Online

· Working knowledge of the Charity SORP

· Experience of drafting financial policies and procedures for a charity

· Experience of working with local government funders

· Experience of designing management accounts to measure performance of different restricted funds

· Experience with producing scenario analyses to enable decision making

· Experience of drawing up budgets for grant applications

· Experience of working with a charity’s stakeholders and board

· Flexibility to work different hours if needed and attend the charity’s events
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