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                      Alcohol Support Ltd   

                     JOB DESCRIPTION


	1.Job Details

	Job Title: 
	Finance Manager

	Salary:
	£24,607 per annum 

	Hours of Duty
	Full-time

	
Pension
	This position is eligible for the company pension scheme which is run in conjunction with the Aberdeen City Council Pension Fund following a six month probationary period.



	Leave
	20 days per annual leave and 12 public holidays.




	2. Reporting Relationships

	Executive Committee

Treasurer

General Manager

Finance Manager


	3. Organisation

	Alcohol Support Ltd is a registered Charity offering support services to people with alcohol and associated problems. 


	4. General Scope of Post

	· Maintain strict financial controls to enhance the charity’s reputation for efficient,  ethical conduct and best practice.

· Provide a support role to operational and senior management team.

· Train non-financial managers in budgetary compilation, control and forecasting techniques. 

· Following a suitable settling in period, cheque signatory for the company.



	5. Responsibilities and Key Tasks

	· Preparation of annual budgets and long term funding requirements.
· Prepare departmental budgets and costings in conjunction with Managers.
· Maintain, review and expand internal controls.
· Prepare the books of account for annual audit and liaise with the company auditors.

· Prepare and submit the annual return to the Charities Commissioner for Scotland.

· Monthly reporting to the Board on all financial matters including, but not limited to, monthly actual performance against plan and monthly cash position.
· Regular reconciliation and monitoring of bank accounts and preparation of cash flows.
· Maintain and operate the financial accounting system using SAGE software.
· Sales ledger – expedite major billings.
· Purchase ledger – Receive and post purchase invoices and payments to suppliers.
· Ad hoc financial reports, cost exercises and investigations requested by the Board or management team.
· Maintain the group pension fund records and submit annual return to the company pension provider. 

· Control and check data for outsourced payroll provider.
· Check, approve where necessary, and pay staff travel and other business expenses.



	Selection Criteria
	Essential
	Desirable

	1.Experience


	Several years financial  experience.
Acceptance of and sensitivity to client confidentiality.

	Experience of Sage accounting software.
Some charity sector experience would be valuable but is not essential.

Experience of working with addiction issues.



	2.Qualifications

	Qualified accountant or Qualified by Experience.


	

	3. Special Skills/
    Aptitude


	Ability to work on own initiative.
Report writing skills.

Computer literate to reporting standards.

	.

	4. Personal Qualities

	Non – judgemental approach.

Good time management skills.
Ability to develop positive working relationships with service users, colleagues and other agencies.

Ability to communicate effectively within a team.
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