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Age UK Redbridge, Barking & Havering

Job Description Ref: FM/2026

1.	Job Title:	Finance Manager 

2.	Hours:		14 hours per week

3.	Salary:		£15,291 actual (£38,229 Full time equivalent)

4.	Reports to:		Chief Executive

5.	Leave:		31 days (pro rata)

6.	Main Aim of Post:


To take lead responsibility for the effective financial management of Age UK Redbridge, Barking and Havering 

To ensure financial and accounting functions, supported through Quickbooks (or such other future software package), are discharged effectively.

To work with the Senior Management Team to identify and develop new business initiatives by undertaking financial planning to produce business cases with robust financial modelling.
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7. 	Main Responsibilities

7.1	Entering all transactions in the appropriate ledgers and undertaking bank account reconciliations.

7.2	Prepare monthly and quarterly cost centre management accounts and reports in the required format, including: petty cash and credit card processing; deferred income analysis and journals; associate cost accrual and journals; production of accruals and prepayments analysis and journals; fixed asset register including depreciation postings; monthly salaries journal; overheads and salaries apportionment recovery calculations and journals; balance sheet accounts reconciliations/analysis, etc..

7.3	Prepare year end accounts for the charity and any associated trading companies for the annual audit.

7.4	Maintain existing Quickbooks reports and write new ones as required, including reports for budgetary control that can be accessed by senior managers

7.5	Maintain the purchase ledger – entering supplier invoices and expense claims onto Quickbooks ensuring they are properly authorised, preparing payments via BACS/cheques on a monthly and ad hoc basis, arranging for payment approval, dispatch of notifications to payees.

7.6	Assist staff to control all outstanding sales invoices and ensure prompt payment. To be responsible for centralised debt collection.

7.7	Manage petty cash, banking cheques, issuing receipts, chasing debt, etc.

7.8	In conjunction with Treasurer and senior management team prepare annual budgets and maintain an effective budgetary control and reporting system.

7.9	Management of bank accounts ensuring surplus funds are invested in accordance with the investment strategy.

7.10	To oversee the processing of the monthly payroll by liaising with our payroll contractor to ensure timely payment of staff salaries, inland revenue payments and pension contributions 

7.11	Liaison with Auditors during the annual audit and any other work required of them by the charity

7.12	Assess and implement solutions for submitting online payments for invoices received 

7.13	Provide assistance to review the financial procedures and policies to include online banking financial procedures

7.14	 To provide assistance with annual submission of charity accounts to the Charity Commission and Companies House

7.15	Advising the Board of Trustees, the Chief Executive and Senior Management team on financial issues affecting the charity




8.	General

8.1 	To manage staff and volunteers either directly or by influence as required.

8.2 	To actively promote the role and work of Age UK Redbridge, Barking and Havering.

8.3     To attend regular supervision sessions and annual appraisal with the    Director to provide feedback and enhance future planning and direction.

8.4     To attend training as required.

8.5     To comply with all Age UK Redbridge, Barking and Havering policies with particular regard to equal opportunities, health and safety and confidentiality.

8.6     To be committed to Age UK Redbridge, Barking & Havering’s policy and procedures on keeping adults safe from abuse, ensuring that all alleged abuse is reported to Safeguarding Lead and that safeguarding is embedded in all decisions and actions.

8.7    To undertake other duties as required and are consistent with the general nature and level of this position.



Person Specification Finance Manager

1. Trained in Quickbooks accounting package and possess an accounting/bookkeeping qualification or equivalent experience.

2. Demonstrable experience of financial management preferably gained within a charity or social enterprise setting

3. An understanding of Charity financial management

4. Knowledge of Microsoft office and Quickbooks accounts experience

5. Financial skills including financial modelling, management accounts and proper application of financial controls

6. Expert at pricing/unit costing/marginal costing

7. Excellent organisational, business planning and budgeting skills

8. Excellent interpersonal skills including the ability to interpret and communicate complex financial information to service managers

9. Good numeracy and literacy skills.

10. Ability to prioritise and keep to deadlines.

11. Ability to work on own initiative at same time as being a pro-active team worker

12. Ability to work within Age UK Redbridge policies with specific reference to equal opportunities and confidentiality
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