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Job Description

Job Title


Finance Team Leader
Location


Henshaws College, Harrogate
Salary



£11.70 per hour; £23,119.20 per annum
Band



E
Hours per Week

38
Contract Type:

52 weeks per year
Annual Leave

25 days plus bank 10 bank holidays 
DBS Check

 
Enhanced DBS with Child Barring List check
Job Summary

To provide support to the Finance Manager, including leading and supporting the finance team. The role will be involved in all aspects of the busy finance department, and will provide cover for the payroll, sales ledger and purchase ledger functions when required. This is vital role ensuring the smooth running of the Finance Department. 

Key Responsibilities

As part of the role you will be responsible for:

Line managing all the finance team members with the exception of the Payroll Officer and Payroll Assistant; including supervisions and performance monitoring.

To have a good understanding of the roles of all the Finance Team including payroll, to be able to cover functions in the Finance Department at busy times or providing holiday or sickness cover, to ensure financial reporting deadlines are met.

To prepare monthly management accounts, including all monthly journals and accruals and prepayments.

Provide information and support to budget holders to ensure that they are supported to carry out their role.

Ensuring all monthly control account reconciliations have been undertaken.

Maintaining the cashbook, ensuring the correct entering of all cash received and cash paid.

To maintain accurate cash flow forecasts for the following few months and highlighting areas of concern. Liaising with the credit controller to ensure accurate estimates of all remittances are included.   
To ensure that all entries on the bank statement are correct and to undertake a monthly bank reconciliation. To liaise with the bank where there are discrepancies to resolve.

Assist with developing finance policies and procedures, ensuring they are fit for their purpose. 
General

· Attend all Henshaws mandatory and compulsory training sessions, taking responsibility to ensure training is up to date at all times.

· Take responsibility for your own personal and professional development, including CPD where appropriate.

· Facilitate training and knowledge sharing across Henshaws Society, and other providers where appropriate.

· Adhere to and support others to uphold Henshaws Values: Inspiring, Proactive, Sharing, Compassionate, Empowering, Informed

· Offer a flexible approach to working hours to meet the needs of the organisation.

· Represent Henshaws in professional manner at all times, contributing to fundraising, marketing and recruitment activities for Henshaws Society as required.

· The employee may on occasions be called upon to undertake work in other locations in order to ensure obligations to students, service users and third parties are fulfilled.

· Comply with Henshaws Health & Safety requirements and be aware of and adhere to current Henshaws policies and procedures.To provide operational Health, Safety and Wellbeing leadership across all areas of the team and wider organisation. To take action to prevent accidents, injuries and work related illness. Ensure all accidents/incidents and safeguarding concerns are recorded and managed in line with Henshaws policies and procedures

· Any other duty as required by the line manager commensurate with the post.
Person Specification

In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible. Where we have a large number of applications that meet all of the essential criteria, we will then use the 
desirable criteria to produce the shortlist.
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	All disabled candidates who meet the minimum essential criteria will be included on the shortlist.

	
	Criteria
	Essential or Desirable
	How Identified

Application form / Interview / Selection test / copy of certificates.

	Education and Training
	Relevant intermediate level finance qualification or prepared to work towards eg AAT
	Essential
	Application form

Copy of certificates

	
	GCSE English and Maths Grade C or above
	Essential
	Application form

Copy of certificates

	
	IT training (i.e. CLAIT, ECDL or equivalent)
	Desirable 
	Application form; Copy of certificates

	Skills and Experience
	Accounts office and/or cash handling and banking experience
	Essential
	Application form; Interview

	
	Microsoft Office (in particular Excel) and databases
	Essential
	Application form; Interview

	
	Experience of leading and motivating a diverse team
	Essential
	Application form; Interview 

	
	Accuracy and attention to detail
	Essential
	Application form; Interview

	
	Excellent communication skills both written and verbal
	Essential
	Application form; interview

	
	Ability to respond effectively to changing priorities
	Essential
	Application form; Interview

	
	Ability to work to deadlines
	Essential
	Application form; Interview

	
	Flexible team member
	Essential
	Interview

	
	Numerate and logical thinker
	Essential
	Interview

	
	Calm under pressure
	Essential
	Interview

	Other Information
	Henshaws will make every endeavour to make any reasonable adjustments for applicants who require assistance in carrying out their duties due to a disability.

	
	Henshaws is committed to safeguarding vulnerable adults and children.  The post holder may be required to complete an enhanced DBS disclosure check including barring lists for Adult and/or child barring services.

	
	Henshaws is committed to equal opportunities and positively welcomes applications from all sections of the community.
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