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NICMA – the Childminding Association
         Job Description

Job Title:




Finance Team Leader
Based at:




NICMA Headquarters

Responsible to:



Deputy Chief Executive Officer 
Accountable to:



Chief Executive Officer 
Line Management Responsibility: 

Finance Officer
Overall responsibility 

The appointee will be responsible for the management of the Finance Department and staff therein. S/he will be responsible to the Deputy Chief Executive Officer for all financial and management accounting affairs, ensuring income is maximised and expenditure is controlled within agreed limits ensuring that NICMA operate efficient and effective systems and procedures in line with best practice.  

Key Objectives

· To advise the Senior Management Team on all matters relating to the management and administration of the organisation’s finances.

· The Preparation of financial information, including company accounts for audit.  To produce prompt and accurate financial reports and projections, including any funding body requirements.

Main Duties & Responsibilities  

Financial accounting 

1. To establish and maintain appropriate financial management systems, policies and procedures. To include maintenance of adequate financial records, budgetary control systems, liaison with funding agencies, legislative compliance, regular interval financial progress reporting, the preparation of salaries and wages and co-ordination of external auditing needs.

2. Produce annual financial accounts and supporting schedules for the organisation that comply with statutory requirements and liaise with external auditors.

3. Implement appropriate and effective financial and budgetary control systems in accordance with NICMA procedures, policies and best practice. 

4. To operate, maintain and develop the purchase, nominal and payroll ledgers and cashbook on the computerised financial accounting system and complete end of year procedures.

5. Manage the efficient flow of financial resources into and out of the organisation through effective credit and debt control.
6. Be responsible for the procurement and purchasing of goods and services on NICMA’s behalf and to deal with all related queries.
7. Ensure financial compliance, in line with any external funding body requirements.

8. To assist in the preparation of funding applications; prepare budgets and financial monitoring information for external funders as required.

9. Prepare and present management information and reports to the Senior Management Team and the Board of Trustees. 
10. To be responsible for the upkeep of the Fixed Asset Register. 

11. Escalation point for various queries, including insurance queries.  
12. Provide representation to any sub committees of the Board of Trustees. 
13. Any other ad hoc responsibilities as required.

Leadership and Management 
1. To have line management responsibility for the Finance Team. 
2. Demonstrate a detailed understanding of working practices, procedures, and policies relevant to the role and the roles of staff.

3. Demonstrate a continued willingness to learn and continuous professional development, ensuring staff do likewise. 
4. Sets clear standard and leads by example.

5. Provide clear direction to staff, ensuring they know what is expected of them.

6. Provides constructive and supportive assistance to staff.
7. Challenge any incident of inappropriate behaviour and act accordingly.

8. Spend time coaching and developing others, making time for and paying attention to individuals and any of their concerns.  

9. Encourage, motivate and stimulate others to perform at their best.

10. Respect values and consider the opinions, circumstances, feelings and views of others.

11. To be tactful and diplomatic when dealing with people, always treating them with dignity and respect.
12. Concentrates on issues that support the organisational strategies.

13. Understand and consider the interests and aims of NICMA.

14. To plan thoroughly, ensuring resources are used effectively and efficiently to achieve NICMA’s goals.

15. Manage individual team performance by setting targets, monitoring progress and regularly assessing performance by giving constructive feedback.

16. Handle difficult or sensitive situations with empathy and diplomacy.

17. Be a strong representative for the organisation externally. 

18. To understand the needs, talents, capabilities and interest of staff and encourage them to develop.

19. To work in partnership with NICMA’s HR representative as required.

Communication

1. Ensure appropriate record keeping and communication processes are adhered to with all staff.

2. To communicate ideas and information confidently and effectively, both verbally and in writing.

3. Use appropriate language and style of communication relevant to the situation and individual being addressed.

4. Communicate all instructions, and decisions clearly and concisely, checking for understanding.

Other Duties and Responsibilities 
1. The post holder will carry out any other duties as appropriate to the post and as requested by the Chief Executive and Deputy Chief Executive 

2. Any other duties which may be required from time to time, which could also involve  assistance in managing NICMA’s other departments should the need arise.

This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post-holder.  These activities are subject to change over time as priorities and requirements evolve and as such,  may be amended at any time by the Line Manager following discussion with the post holder.
Conditions of Service

The nature of the job will change over time as the needs of the business change.  It is a requirement of the job to contribute to the development of the role to reflect the changing needs of the business.

The job requires a considerable degree of commitment, flexibility and adaptability on the part of the jobholder to meet the demands of the job. 

This job description is for information purposes and does not form part of the contract of employment.

Salary:


£26,470 - £30,756 Per annum 

Location:

16 - 18 Mill Street,  Newtownards  BT23 4LU – 
Location of NICMA’s Headquarters is currently under consideration, it is anticipated that the new location will be within the Greater Belfast area.
Holidays:

23 days per annum plus appropriate statutory days.

Travel:

Mileage costs will be paid for any travel or expenses incurred carrying out the    duties of the post.  

Hours of work:
 
37 Hours per week; Monday to Friday 9.00am – 5.00pm

(Additional work outside of these hours may be required)
PERSONNEL SPECIFICATION

You should be able to demonstrate the following essential skills and experience:
	Essential Factors 
	Minimum Requirement

	Qualifications
	A 3rd level qualification and at least 5 years’ experience working in a financial role. 

OR

An accountancy/related qualification in financial management and at least 3 years’ experience working in a financial role.

	Experience


	A minimum of three years’ relevant experience in financial management, accountancy and financial stewardship systems. To  include the preparation of accounts to trial balance stage, preparation of annual accounts, submission of annual returns and working with external auditors.

	
	Experience of developing and maintaining financial systems controls and working independently as well as reporting at a senior level.

	
	A minimum of three years experience as a Manager/Team Leader, with exceptional proven ability of staff line management.

	
	A minimum of three years’ relevant practical experience of operating computerised payroll & accounts.

	Knowledge
	Knowledge of Corporate Governance issues & controls.

	Competencies


	A high level of competence in producing financial reports and documents using Microsoft Word and Excel.

	
	Proficient in the use of Microsoft Office, including intermediate or advanced Excel Skills.

	
	Excellent time management skills with the ability to prioritise and delegate tasks effectively monitoring progress.

	
	Ability to cope under pressure, in a calm and efficient manner to set deadlines.

	
	Excellent interpersonal, oral and written communication skills with the ability to motivate and develop a team.

	
	To Establish effective working relationships with people at all levels through communication, consultation and interpersonal skills.

	
	The ability to prioritise tasks and to work to tight deadlines, demonstrating a high degree of initiative

	
	Excellent analytical skills and attention to detail and accuracy.

	
	Ability to use person-centred approaches to leadership.

	
	Flexible attitude towards working patterns.

	
	Hold a full current driving licence and have the use of a car for official business, or have access to a form of transport, which will permit the candidate to meet the requirements of the post in full. Consideration will be given to alternative travelling proposals in respect of applicants with a disability who cannot hold a driving licence.


	Desirable Factors
	Minimum Requirement

	Qualification
	Ideally part ACCA/CIMA/ACA qualified and/or wanting to continue their studies (study support provided) with ambition to progress in their career.

	Knowledge
	Understanding of the funding arena within the Voluntary, Community or Charity  sector.

	Experience


	High degree of awareness of grant funding requirements.

	
	Experience of strategic representation.
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