
Age UK Sunderland 
 

Job Description 
 
 

Role:    Finance Manager 
 
Location:  Bradbury Centre 
 
Responsible to: The Chief Executive Officer 
 
Job Purpose 
 

 To lead an effective finance function for the organisation. 

 To provide sound and accurate financial advice to Trustees and the Director. 

 To ensure that the organisation has safe and robust financial systems & controls that 
follow good accounting practice and that comply with any required statutory 
framework. 

 To provide staff management and support 
 

Job Description 
 

 To oversee and operate the computerised accounting system (SAGE), and to be 
responsible for its ongoing maintenance. 
 

 To monitor and report progress with the organisations financial investments. 
 

 To monitor/identify any financial risk. 
 

 To be responsible for the effective delivery of all financial and chargeable services 
within the organisation and ensure that accounts are accurate, monitored and up-to-
date. 
 

 To produce accurate and timely financial reports as required by the Board of Trustees, 
Chief Executive Officer and Managers. 

 

 Leading the analysis of monthly and quarterly numbers and presenting findings to the 
board and the Chief Executive Officer. 

 

 Managing an end-to-end audit process of current systems – while acting as the first 
point of contact for external auditors. 
 

 Strategic planning to include budgeting and forecasting to determine the organisation’s 
long/short term financial goals.  
 

 To plan and review the work of the finance office and front office including staff 
management regularly to ensure continuous improvements are implemented where 
appropriate. 
 



 To be an effective member of the Senior Management Team and support colleagues in 
the strategic planning and operational management of the organisation. 
 

 To keep up-to-date with all financial, legal and statutory requirements and ensure the 
organisation meets its obligations. 
 

 To provide financial advice and support to the Chief Executive Officer and Senior 
Managers in preparing bids for new business. 
 

 To prepare the annual statutory accounts and to ensure all necessary financial returns 
are made on time to the Charity Commission, Companies House and HMRC. 
 

 To abide by and implement all policies and procedures of Age UK Sunderland including 
being aware of and responsible corporately and as an individual for health and safety 
policy 
 

 To undertake all reasonable tasks, in keeping with the level of responsibility of the post, 
as requested by the Chief Executive Officer. 
 

 To liaise with auditors to ensure appropriate monitoring of the organisation’s finances is 
maintained. 

 

 To ensure the implementation of GDPR principles and confidentiality. 
 

 To act as a safeguarding manager as appropriate. 
 

 To support in HR functions in line with senior management responsibility. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Age UK Sunderland 
 

Person Specification 
 
 

Role:    Finance Manager 
 
Location:  Bradbury Centre 
 
Responsible to: The Chief Executive Officer 
 
 

 Possess a recognised professional accountancy qualification (ACCA/ACA). 
 

 Proven administrative, leadership and management ability at a senior level in the 
areas of strategic planning and organisational development. 

 

 Ability to devise and implement strategic development and resource plans, 
particularly in the areas of service development and staff management. 

 

 Ability to work on own initiative, prioritise work, handle pressure and take day to day 
decisions. 

 

 Ability to develop, monitor and maintain management information systems and 
procedures. 

 

 Experience of financial responsibility for a budget, including experience of SORP 
accounting guidelines, end of year accounts and external liaison with auditors. 

 

 Ability to communicate effectively in person, in writing and over the telephone with 
individuals and with a wide variety of organisations and audiences and to research, 
analyse and interpret complex information and produce clear verbal and written 
reports. 

 

 Ability to lead and to contribute to the senior management team. 
 

 Understanding of equality and diversity best practice and legislative requirements in 
relation to service delivery and business development. 

 

This post is subject to an enhanced DBS disclosure. 
 
 
 


