
JOB DESCRIPTION AND  
PERSON SPECIFICATION 

Job Title: Finance Manager 
Date January 2023 
Accountable to:  Head of Finance 
Accountable for: Finance Officer and Finance Assistant 
Location:  Albemarle St, London 
Contract type:  Permanent 35 hours per week 
Salary:  £40k to 44k per annum, depending on experience plus potential 

contribution to study costs 
 
Job Purpose 
Manage the Financial Accounting function at the Ri. Take responsibility for the 
processing and maintenance of the Ri’s sales ledger, bank accounts and payroll; 
support the team’s management accounting process and, with accurate record keeping, 
support decision making in line with the established Ri Finance procedures. This role 
will continually review the Ri’s financial processes and systems and look for innovative 
ways to ensure they are efficient and effective as possible.  

 

Main responsibilities of the role 

• Financial accounting 
• Supervise the processes of the purchase ledger to ensure that creditors 

are paid timely. 
• Maintain the fixed asset register so fixed assets are accounted for and 

depreciating correctly. 
• Manage cashflow, reporting, banking and bank reconciliations to 

improve working capital flow and assist management reporting. 
• Maintain and reconcile balance sheet and control accounts to ensure that 

transactions are accounted for correctly. 
• Support the Head of Finance in creating and submitting quarterly VAT 

returns to maximise recovery and to make sure that the Ri meets its 
statutory obligations. 

• Payroll 
• Supervise the payroll process  so staff are paid correctly with the correct 

deductions being made. 
• Income 

• Process sales invoices and maintain the sales ledger to ensure that 
income is raised and collected promptly. 

• Be responsible for all aspects of debt collection, including dealing with 
debt collection agencies. 

• Process GiftAid claims in order to maximise donations and improve 
cashflow. 

• Systems 
• Focus on getting the best out of our digital tools so inefficient processes 

and reconciliations can be reduced. 
• Drive efficiencies in financial processes through researching innovative 

new approaches in order to adapt to the changing environment. 
 



 

 

  

 
Skills, experience and knowledge  
Essential (E) Desirable (D) 

 

3 years’ minimum experience working within a Finance department. E 
Strong working knowledge of Microsoft Office, including excellent Excel 
skills. 

E 

Experience of databases for the purposes of inputting and extracting 
information (such as financial ledgers or CRM software). 

E 

Strong knowledge of financial procedures, principles and controls. E 

Experience in working on month end and year end routines, including 
reconciliations. 

E 

Strong knowledge and interest in finance and reporting systems. E 

Experience of staff management. D 

Experience of preparation and running of payroll. D 

Understanding of input and output VAT D 

Experience of working in the charity sector, education or not for profit. D 

  

 
• People 

• Manage the Finance Officer and Finance Assistant and their development 
(the team may grow depending on demand). 

• Provide a high quality of customer service, building strong relationships 
across the organization, and helping staff to understand their role in 
ensuring good financial management, controls and processes by clear 
communications. 

• Carry out staff inductions and training in finance software as required. 
• Deputise for the Head of Finance as appropriate. 

 

General responsibilities applicable to all staff 

• Understand and support the vision, mission and aims of the Ri; 
• Maintain awareness of your own and others’ Health and Safety, and comply with 

the Ri’s Health and Safety policy; 
• Adhere to and champion the Ri’s policy and practices on Safeguarding.   
• Adhere to and comply with all Ri policies relating to the Data Protection Regulations 

2018 
• Take appropriate responsibility for records held, created or used as part of your 

work for the Ri (paper-based and electronic) as per the Data Protection Regulations 
2018 

• Encourage team working and effective communication with colleagues 
• Act as a representative of the Ri and deal with Ri customers, stakeholders and the 

public in a professional manner at all times 
• Comply with Ri financial policies and practices as applicable 
• Undertake other responsibilities as may be reasonably requested of your post 



 

 

  

Qualifications  

Professional accountancy qualification (part-qualified as a minimum) E 
Actively working towards completing accounting qualification if not already 
qualified 

E 

Educated to a minimum of A Level or equivalent in Maths/finance related subject, or 
demonstrable equivalent experience 

E 

Personal Attributes  

Motivation and drive to build a career in finance E 
Methodical and conscientious approach with ability to multi-task and work in a fast-
paced environment. 

E 

Able to present information, verbally and in writing, in a clear and concise manner, 
with excellent attention to detail. 

E 

Good interpersonal skills and an ability to communicate with staff at all levels and 
in all departments and explain information in a clear and understandable way 

E 

Committed to the principles of equal opportunities and diversity E 

Proactive with the ability to find pragmatic solutions, seek improvements, and 
adapt to changing situations. 

E 

Positive “can do” attitude and willingness to support or learn from colleagues. E 

Ability to identify opportunities, lead and drive change in technologies E 

An understanding of the Ri’s mission and activities D 

 
This job description will be subject to review in the light of changing circumstances and is not 
intended to be rigid or inflexible but should be regarded as providing guidelines and 
accountabilities within which the individual works. 

 
 


