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JOB DESCRIPTION
	Role Name
	Finance Manager 
Part Time – 24 hours per week


	Key Focus/ Role Purpose
	To provide support to the Finance area, ensuring all transactions are completed in an efficient and timely manner.


	Reports To
	Chief Executive Officer – (when CEO not available reports and liaises with Deputy CEO)


	Salary
	£18,096  (for 24 hours per week)




Key Activities
1. Provide accurate and timely monthly management accounts and explanatory narrative to CEO, Board and Salford CU Finance committee/Treasurer - (income and expenditure, balance sheet and cash flow forecasting).
2. To provide support to the Board and CEO in respect of compliance with all statutory and legal reporting requirements and activities, ensuring accurate and timely information and analysis.

3. Support the board with strategic financial decisions including in relations to investments and new products or services.

4. To be responsible for ensuring daily banking activities and other related financial processing and administration are completed accurately and in a timely manner, liaising with the Deputy CEO and supervising other staff to ensure procedures followed.
5. Ensure all credit union receipts and payments and expenses are accurate and up to date.

6. Preparation of all bank reconciliations on a daily basis.

7. Support the CEO with applications for grants including compilation of projections and analyses of KPIs and ensuring subsequent monitoring and grant claims are submitted in line with deadlines.

8. Maintenance and monitoring of purchase ledger, ensuring invoices are paid on a timely basis and in line with budget and cash flow requirements.

9. Monitor and investigate entries on the member suspense account to ensure balance is kept to a minimum in line with audit requirements.
10. Liaise with Salford Credit Union Auditor in relation to financial transactions and financial information and contribute to preparation of the annual accounts.
11. Undertake credit control activities to ensure the recovery of any bad debt is dealt with quickly to minimise exposure and risk to the credit union. To include responsibility for review and implementation of credit control policies and procedures, supervision of other staff carrying out related activities, contributing to development of lending policy and practice and accurate transfer of information to credit referencing agencies. 
12. Co-ordinate debt recovery work including preparation of court cases as appropriate. 
13. Gather and provide financial information and support on a daily basis and in preparation of annual budgets in line with the business plan with monitoring and review of budgets on a regular basis. 

14. Accurate and timely payments of all amounts outstanding.
15. Preparation of sales invoices.
16. To process and administer insurance claims and liaise with the Credit Union insurance company.
17. Provide support, guidance and technical assistance on finance related issues to other team members and ensure the wider team is aware of any finance related issue. 
18. To prepare and bank any deposits from the credit union into the appropriate credit facilities (bank and post office).
19. To ensure all monies recorded as cash in hand is verified and accounted for.
20. Oversee monthly wages and pensions payments and liaison where necessary. 
21. To undertake any other duties as may be directed by CEO or Deputy CEO from time to time.

Key Knowledge, Skills and Experience

· Finance Qualification or working towards one

· Understands the credit control process

· Understands the effective use of excel spreadsheets at a high level of competence and other Microsoft products

· Is able to constantly review and improve processes, taking the initiative to develop them for the benefit of the credit union

· Understands how the credit union finances operate and can align with the credit union ethos and values
· Financial services experience
· Excellent telephone skills, or the ability to develop these quickly
· Good communication skills , both verbal and written

· Able to influence people at all levels in a manner that they understand

· Is able to work flexibly by juggling several “balls” in the air whilst remaining focused on priorities

· Has attention to detail and able to analyse complex data

· Can work in a team environment recognising the contribution their role makes and also the wider activities across the credit union. 
· Knows the key activities of the job and when it is appropriate to seek help from others

· Able to receive and carry out instructions accurately

· Able to work to deadlines
· Keyboard/IT skills and working knowledge of all relevant software

General

All staff employed by Salford Credit Union are expected to:

· Adhere to Salford Credit Union policies and procedures at all times

· Identify members needs and promote the use of credit union products and services where appropriate 

· Identify ways to continuously improve our service to members

· Provide cover for colleagues in a small staff team as reasonably required

· Attend and participate in supervision, appraisal, training and development systems

· Attend occasional meetings and events out of normal days/hours worked

· Plan and prioritise own work

· Work in ways that actively promote good practice and that address Equality and Diversity issues

· Take due and reasonable care of yourself and others in respect of Health & Safety at work

· Maintain an awareness of legislation and regulation governing the operation of credit unions

· Maintain a sense of social responsibility and a commitment to Treating Customers Fairly

· Comply with Data Protection legislation and maintain strict confidentiality and security in dealing with all information relating to the credit union and its members 

· Complete a Confidentiality Agreement which remains binding after the individual leaves the credit union

· Undergo a DBS check and credit check
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