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Job Title: 		Finance Manager
Salary	        		£29,000-£31,000 (F/T equivalent) – pro rata for p/t hours
Working Hours	18-21 hours per week
Contract		Fixed term until May 2025, with possibility of extension 
Location		Oldbury, B69 2AB
Responsible to:	CEO
Responsible for	Financial management of Sandwell Consortium CIC

Values
At Sandwell Consortium our vision is to build a thriving voluntary sector consortium that:
· enables people to make positive change
· supports communities to be successful
· develops its membership to meet local needs.
As individuals, we act with integrity, treat people with respect and take personal responsibility. 
As a Consortium, we work in partnership to enable individuals through a person-centred approach.

Sandwell Consortium background

Sandwell Consortium is a community interest company, with ten member organisations, which are all established community organisations, based at the heart of the Sandwell neighbourhoods they serve. 
These ten member organisations comprise the Board of Directors, governed by Articles of Association. This model means that the Consortium is shaped, steered and directly accountable to its member organisations and the communities they serve and are led by.
As well as a locality-based provision, our members have specialist reach to specific cultural communities, and to residents with disabilities. We also work with additional delivery partners to further extend our reach to Sandwell’s diverse communities.
Together we address unmet need, tackle disadvantage, and promote social inclusion. 
We work in partnership with: Sandwell Metropolitan Borough Council, Sandwell Council for Voluntary Organisations (SCVO) Sandwell Adult & Family Learning (SAFL), Sandwell College, Sandwell and Black Country NHS Trusts, West Midlands Combined Authority and the wider voluntary sector across the Black Country and the West Midlands.  



Sandwell Consortium Services
Our services include:
· welfare rights and cost of living advice 
· health and wellbeing (Sandwell Health Inequalities Programme)
· employment support and volunteering
· community-based learning, including English language courses (Sandwell Language Network), financial literacy, health literacy and digital literacy
· community engagement, social action, capacity building and volunteering.

Our services are mainly grant funded by local, regional, and national government, and the National Lottery Community Fund.


Job Purpose: to ensure efficient and accurate management and reporting in all areas of the Consortium’s finances. This includes ensuring financial compliance within contracts and grant agreements by the Consortium and its partners, in providing services to residents. 

Finance
Ensure the maintenance of book-keeping and accounting systems and procedures, e.g., invoicing, purchase orders, petty cash, charitable grants, and payments to delivery partners and suppliers.
Oversee timely and accurate payment due to suppliers and partners and monitor and follow-up income due to the Consortium from funders and commissioners.
Support the CEO and Finance Sub-committee to manage and report financial activity in line with Sandwell Consortium’s Financial protocols and agreed systems.
Produce and maintain quarterly management accounts and report to/advise the CEO on any issues arising from the management accounts.
Produce annual, quarterly and monthly cashflow forecast as requested.
Support the CEO, Finance Subcommittee and Board to set an annual budget, which will be monitored through the management accounts.
[bookmark: _Hlk95665148]Ensure all financial reporting is up to date by the financial year end and available to the independent financial examiners or external auditors.
Liaise with the Consortium’s appointed payroll providers to ensure there is adequate two-way information flow to support efficient and timely payroll function, including payments of staff pensions and employer’s HMRC payments.
Ensure staff receive their payslips by the end of each month.



Reporting to Board and Finance Sub Committee
Attend and report to the Sandwell Consortium Board meetings on the annual budget and management accounts. Meetings usually take place quarterly (but may be more frequent).
Attend and report to the Finance Sub Committee on the management accounts, cashflow forecast, and overall and project budgets. These usually take place quarterly (but may be more frequent).

[bookmark: _Hlk95666467]Supporting access to funding opportunities 
Support the CEO to access opportunities for further and future funding, by supporting the CEO with budgets for funding applications and tenders.

Contacts and service management
Liaise with the CEO and Programmes Manager to ensure all financial management information and reporting systems are up to date, fit for purpose and used effectively.
Offer advice to project staff, members, and delivery partners to enable them to meet their financial reporting responsibilities and requirements.
Carry out internal audits of members or partners, as requested, relating to financial reporting of projects or services they deliver on behalf of the Consortium. 
Liaise with funding bodies on financial reporting matters as requested.

Line management of staff
Provide line management support and supervision to Consortium Admin staff as required.
[bookmark: _Hlk149514112]Support the induction of new staff. 

Corporate management support
Maintain an asset register.
Liaise with suppliers as required.
Operate within the policies and procedures of Sandwell Consortium including the Financial Protocols and the Data Protection Policy and Confidentiality Policy.
Attend staff team meetings.
Support the induction of new staff.
Take part in relevant training and development to support this role.

General   
7.1    To carry out any other duties which are reasonably deemed to be consistent with     
                   the demands and responsibilities of the post.
7.2     Manage own workload on a day-to-day basis.

This job description is not exhaustive. It is a guide to the work the post will initially be required to undertake and may be reviewed to meet the changing needs of the Consortium.

Person Specification
	Qualifications/Experience 

· Qualified in Accountancy (with a recognised body) 
· Evidence of continuing professional development
· Experience of planning, managing and monitoring budgets and finances for significant programmes and projects
· Experience of implementing Payroll and financial management systems 
· Experience of accounting software e.g. QuickBooks, Sage etc 
· Experience of supporting staff with project finance
· Experience of working in a voluntary organisation 
· Experience of financial reporting for public sector funded programmes
· Multi-agency/partnership working
· Educated degree level or equivalent

Skills, Knowledge & Understanding

· Excellent understanding of financial monitoring and reporting 
· Manage multiple priorities, plan workload and meet deadlines
· Good interpersonal skills 
· Written and verbal communication skills
· Working practice of Microsoft Office – Word, Excel & Outlook
· Excellent administrative and organisational skills
· Working as part of a team, as well as using own initiative
· Monitor financial risk and respond in a timely fashion
· Able to apply discretion and understand the importance of confidentiality 
· Produce accurate and clear financial reports
· Commitment to/understanding of equality, diversity and inclusion 
· Flexible and adaptable
· Able to work out of office hours (occasional evenings) if needed
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