
 

 

 
 
 

Summary Job Description 
 
Job Title:   Finance Manager 
 
Responsible To:  Chief Officer and Treasurer 
 
Salary:                £13,497 per annum 
 
Hours: 12 hours per week [Monday – Friday, hours negotiable] 
 
Holidays:   25 days per year + statutory days, pro rata 
 
Pension: NEST Pension Plan with 4% contribution from Seaview 
 
 

Main Role 

 
To be responsible for Seaview Project’s overall financial management, ensuring all financial transactions, procedures 
and records are carried out in accordance with internal, charity and company requirements and to work with the 
Service Managers, the Honorary Treasurer and Trustees on financial forecasting, business plans and grant 
applications. To develop and manage the delivery of budgeting and finance awareness.  
 

 

 
Main Responsibilities 

 

• To make recommendations to the trustees on all financial policies 

• To prepare annual budgets of income, expenditure and financial costings and appraisals as required 

• To monitor income and expenditure in relation to budgets and present regular management reports 

• To liaise with bankers and investment managers, monitoring cash flow requirements 

• To ensure invoicing and claims for fees, grants and Gift Aid are submitted and collected promptly 

• To ensure payment of salaries, payroll deductions, PAYE, NI and administer pensions schemes 

• To manage all Fixed Asset and Balance Code schedules 

• To scrutinise all invoices and statements of accounts and keep financial systems and under review to ensure 
they are efficient, minimise risk of error or fraud and comply with statutory requirements; 

• To prepare draft statutory accounts complying with the SORP for charities, and providing the Independent 
Examiner or auditor with all information requirements 

• To liaise with insurers and communications contractors 

• To liaise with managers providing financial information for contracts and funding/grant applications 

• To train and support the Finance Officer, including monthly supervision sessions and appraisals. 

• To act as charity commission correspondent, company secretary compliance 

• To comply with all the policies and procedures of the Seaview Project 

• To continue professional development and carry out any other tasks related to the post as may be required 
from time to time 

 

 



Key Activities 
 
 

❑ You will ensure that all Seaview’s business and governance process are run effectively and 
efficiently, and in accordance with company and charity law. 

 

❑ You will create positive, productive working relationships with people within the staff team, 
developing the trust and support of colleagues, team members and senior management, and by 
minimising conflict within the staff team.  

 

❑ You will motivate and develop your staff team and volunteers by identifying individual and team 
development needs and ways of supporting them to continually improve performance, including 
developing knowledge and practice. 

 

❑ You will develop your own skills to improve your performance, including knowledge and practice. 
 

❑ You will foster equality, diversity and rights of staff and clients by ensuring they are respected and 
valued as individuals. 

 

❑ You will promote the rights and needs of those who use Seaview services in the community. 
 

❑ You will have due regard for health and safety and security in the workplace and contribute to 
raising awareness. 

 

❑ You will manage output and financial performance within agreed delegated authority. This will 
involve holding certain budgets within the service. 

 

❑ You will contribute to the information needs of the service by accurate record keeping and 
reporting. 

 

❑ You will act always in accordance with the provisions of the Data Protection Act 1998.The Health 
and Safety at work act 1974, The Mental Capacity Act 2005 and any other relevant legislation. 

 

❑ You will undertake other duties appropriate to the grade and scope of the post. 
 
 
 
 
 



 

 
 
 
 

Person Specification – Finance Manager 
 
Essential Requirements 
 

 

❑ Proven experience of budget setting and budget management. 
 

❑ Proven experience of producing Statutory Accounts for Charities to a high standard. 
 

❑ Relevant accountancy qualification (evidence to be asked for) or significant experience in 
Management, Finance, Voluntary Sector. 

 

❑ Proven understanding of the culture/ethos in which Seaview operates, and be flexible and 
adaptable to changing needs. 

 

❑ Proven ability to manage a team to achieve outcomes, targets and deadlines. 
 

❑ Ability to demonstrate high levels of motivation, and a commitment to improving service provision 
for clients with complex needs. 

 

❑ Excellent verbal and written communication skills with service users, professionals and other team 
members. 

 

❑ Self-motivated and competent at organising own workload with a flexible attitude.  
 
Desirable 

 
Experience of working in a small charity (any sector) 
 
Experience of managing social housing rental accounts 
 
Prior experience of homelessness – lived experience, volunteer, employee or similar. 
 

 
This is not a contract of employment and is not intended to be a comprehensive list of key 

responsibilities. It is a guide to the role and will be subject to periodic review. 
 

This position is subject to an Enhanced Disclosure check through the Disclosure and Barring 
service. 

 
 

 
 



 


