BUSINESS ADMINISTRATION & FINANCE MANAGER
JOB DESCRIPTION

JOB PURPOSE

· To manage the effective administrative office systems and financial services of Home-Start Barnet (HSB)
· To maintain a strategic financial plan that will indicate trends and requirements of HSB’s development plan and will forecast future year budgets

· To manage the administration of personnel functions in HSB
· To manage the purchase of supplies, equipment and services at best value
· To manage maintenance of administrative systems using advanced level IT applications to deliver outcomes based on HSB’s aims and goals

· To develop and communicate clearly HSB’s development/strategic plan

· To create and manage a database of local financial donors
Organisational Relationships

· Directly responsible to the CEO of HSB
· Line Manager to office and admin volunteers
SPECIFIC DUTIES

Financial Administration and Management

· Providing financial information and advice to the CEO, Board of Trustees, Finance Sub Group and Treasurer on including producing monthly management accounts, cash flow forecasts, rolling annual forecasts, help prepare the annual budget, and accounts for audit 

· To monitor salaries and expenditure and advise the CEO, Finance Sub Group and Board accordingly

· To manage the maintenance of accounting records relating to HSB budget together with the appropriate financial controls using Sage and Quicken
· To manage the ordering, processing and payment of all goods and services at best value
· To ensure up-to-date records of all expenditure and income are kept, informing the CEO and budget-holders about under and over spending of budgets

· To develop and monitor a long-term financial strategy for HSB in consultation with the CEO and Board of Trustees
· Support grant applications and liaise with funders over financial returns within the deadlines

· Preparation and monitoring of project budgets

· To advise the CEO and Board of Trustees on the financial and legislative implications

Personnel Administration

· To ensure that accurate personnel records, including sickness and other absences are maintained and information passed on to Payroll Services as necessary

· In consultation with the CEO produce job descriptions, person specifications and advertisements for vacant posts as required

· To carry out the administrative processes relating to recruitment and other staff changes, including the seeking of references, medical clearance and CRB checks as required

· To consult with HSUK in the provision of information and advice on conditions of service for all categories of staff employed 

· To ensure that all staff are paid on the correct scale and spine point in consultation with CEO and Board of HSB
· To be the first point of contact for all staff at HSB on pay and contract related issues, Liaising with CEO and Payroll as necessary

Health & Safety Management

· Ensure that HSB’s written Health & Safety Policy is clearly communicated and available to all people

· Ensure the Health & Safety Policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals as the situation/legislation changes

· Ensure systems are in place for effective monitoring, measuring and reporting of Health & Safety issues to the CEO, Board of Trustees and the Health & Safety Exec Sub Group
· Ensure the maximum level of security is maintained at all times

Facilities and Property Management

· Ensure the safe maintenance and operation of the office
· Ensure a safe environment for the stakeholders of HSB to provide a secure environment in which business is carried out
· Ensure ancillary services e.g. catering, cleaning, hiring of rooms are monitored and managed effectively

Leadership

· Contribute to the development of HSB’s values and vision and communicate these clearly and enthusiastically to all staff and other stakeholders

· Ensure that all staff are briefed on allocated work, and how it fits within HSB’s vision Monitor the progress and quality of work teams and individuals for whom the post holder has specific responsibility and provide prompt and constructive feedback

· Motivate, encourage and empower teams and individuals to work innovatively and creatively to achieve objectives

· Provide support to staff /volunteers during times of setback and change

· Encourage staff /volunteers to take the lead and take decisions when they have the knowledge and expertise to enable them to do so

· To further the aims of HSB by administering community fundraising projects and build up relationships with local businesses.

Strategic Influencing                
· Negotiate and influence strategic decision making within HSB
· Understand the culture and climate of HSB and where appropriate the wider environment

· Maintain a visible, professional and high profile within HSB
· Safeguard the assets and reputation of HSB in all public communications
