
JOB DESCRIPTION

Job Title: Finance Manager

Department: Senior Leadership Team/Finance

Qualified to: Qualified Accountant (ACMA, ACCA, or ACA)

Reporting to: CEO

Date Created: April 2022

Direct Reports: Finance Officer

Job Summary

Andover Mind’s mission is to empower anyone with or at risk of experiencing a mental health issue

and all carers to access the right advice, information and support. We campaign to improve services,

raise awareness and promote understanding of mental health.

Our ideal candidate will be friendly and collaborative with great organisational and self-management

skills and be able to contribute to a positive charity culture. A warm, professional communicator, the

postholder will build strong working relationships. The candidate will be a qualified accountant, have

excellent IT and problem-solving skills and work with attention to detail. This role will attract

someone who wants more from their job than just finance and where no two days are the same.

Key Responsibilities and duties

Financial planning

● Preparing the annual budget and managing the review process through to Board approval.

● Undertaking periodic forecasts and stress tests of expenditures, to ensure operational

efficiency and identification of areas for improving activity based costs.

● Preparing financial analysis and summary for events such as the Annual General Meeting and



Business Plan.

● To lead on financial input and pricing schedules relating to tender bids.

● Supporting the preparation of fundraising bids with statutory and grant making bodies.

● Identify where expenditure and costs can be improved.

Financial management

● Operating effective systems and procedures to ensure compliance with all financial control

policies and actively participating and contributing to relevant policy reviews.

● Specific areas of focus will include:

o   Raising invoices for services

o   Oversight of the process for invoices and expenses

o   Managing payments, debtors and creditors to ensure strong liquidity and cash flow

o   Completing payroll submission and liaising with accountants as required

● Reviewing monthly management accounts and engaging with the Treasurer, CEO and

management team regarding any areas of concern or overspend.

External stakeholder relationships

● Managing the relationship with Andover Kind’s external accountants, ensuring that monthly:

o   management accounts are accurate and available for timely review;

o   payroll is accurate and staff payments made on time; and

o   pension contribution payments to the pension provider are accurate and made on

time

● Acting as Andover Mind’s central point of contact with the pension provider and broker to

manage ad hoc questions or concerns from staff.

● Ability to create and maintain complex spreadsheets.

● Assisting with the external statutory audit process and engaging with the auditors to provide

all required information.



Working with the team

● Presenting at evening meetings of the Board or Finance Sub-committee as requested by

CEO.

● Developing a positive environment and awareness of finance matters across the community.

● Answering colleague queries on payroll and pension matters.

● Work alongside members on a day-to-day basis and support community events.

General

To uphold the aims and values of the organisation and work within the organisation’s policies and
procedures

All employees have a duty and responsibility for their own health and safety and the health and
safety of colleagues and service users

All employees have a responsibility and a legal obligation to ensure that information processed for
both service users and staff is kept accurate, confidential, secure and in line with General Data
Protection Regulations (GDPR)

This job description is subject to review and is non exhaustive as from time to time you may be
required to carry out other duties to meet the needs of the organisation.


