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Job Description
Job Title:


Finance Manager
Responsible to:

Head of Finance
Overall purpose of the job: 
· To provide all aspects of financial administration and support services to the Masonic Housing Association and its Board of Management in accordance with the Service Level Agreement 
· To provide management reports and financial information as required by the Board and the Local Committee Chairmen
· To ensure the general financial stability of Masonic Housing Association 
Key responsibilities: 
Financial Accounting and Administration
· To be responsible for all functions of the Rent Account, including monthly direct debit collection, weekly rent posting, account reconciliation and ensuring minimal arrears.
· To be responsible for alerting the relevant person responsible for Housing Management of the scheme to any arrears and providing the financial analytical back-up required to enable them to recover the same.
· To be responsible for the Rent Review process ensuring the service charge costs allocated are accurate and in accordance with the approved budget.
· To process the monthly payroll and be responsible for the statutory returns and payments to Inland Revenue and other relevant bodies such as pensions.

· To be responsible for all functions of Accounts Payable ledgers ensuring all suppliers and contractors invoices are passed and authorised in accordance with procedures and are paid on time ensuring the integrity of the Profit and Loss Accounts
· To ensure that accurate records and supporting documentation are maintained of all transactions and filing kept up to date.
· To produce and monitor weekly/monthly cash flows as required by the business.
· To be responsible for the integrity of the Balance Sheet including all control account reconciliations, such as Bank, Debtors & Creditors 
· To be responsible for maintaining the Asset Registers and the administration of Component Accounting
· To produce the end of year Financial Statements and Year End audit schedules in readiness for the annual audit 
· Liaise with the auditors during the annual audits
· Review and develop financial procedures, including responding to internal and external audit feedback, to maintain a robust environment of financial controls.
Management Accounting
· Produce accurate and timely management accounts on a monthly basis for each Local Chairman to support their management of their scheme.
· Produce quarterly management accounts with informative analytical reports to include the actual and forecast financial position, cash flows, variance analysis and commentaries to be presented to the Finance & General Purposes Committee.
· To be responsible for ensuring that all costs allocated to Service Charges are accurate and are reviewed annually during the budget process
· To be responsible for the production of the annual budgets and quarterly forecasts in collaboration with the Local Chairmen including any projected capital expenditure
General

· Maintain good relationships with all 5 Local Chairmen working closely with them in the management of the schemes
· To service the Finance & General Purposes Committee by attending the quarterly meetings presenting the required reports.
· To service the Board of Management by attending the quarterly meetings to answer any matters raised at the time and receive instructions
· To provide cover within the Finance Team as required
Learning and Development
· To actively participate in self development as appropriate and training as identified for the benefit of performance management

· To attend courses as identified or requested by the Association in compliance with the Training and Development Policy and Procedure. (Courses arranged outside of contractual hours, attendance and travel as appropriate will be reimbursed)

Best Practice

· To work to promote Eldon Housing Association and ensure that it’s reputation is enhanced and to actively promote its Equal Opportunities and Diversity policies, ensuring that all practices/procedures are in accordance with best practice equality and diversity procedures 
· Co-ordinate and maintain accreditation of the business as determined by the Senior Management Team
· To work within the Equal Opportunity Policy and ensure implementation of the same
· Be aware of Health and Safety regulations at all times, ensuring compliance  

· To adhere to the Environmental Policy

Other 
· Undertake other duties as required by the Head of Finance or Senior Management Team
Person specification:
Essential Skills, Qualifications and Experience
· Proficiency in financial accounting & reporting, including production of annual Financial Statements and liaison with external auditors
· Management accounting experience including budgeting, forecasting, monthly reporting 

· Proven ability for implementing and monitoring financial controls 
· Must be computer literate including Microsoft Office
· Good communication skills

· Good problem solving skills

· Accuracy and attention to detail

Desirable:

· Previous finance experience working in Housing Sector

· Up to date knowledge of relevant charity legislation

Competencies

The Management Accountant will be expected to demonstrate a high level of proficiency in following areas.
· Understands customer needs and strives to exceed these and provide a caring, customer focused service

· Works openly and honestly with colleagues, customers and suppliers and treats others with respect

· Is a confident and persuasive communicator, able to engage effectively with a range of audiences to create clarity and understanding

· Is committed to achieve results personally and through others; sets clear objectives and works with determination and energy
· Takes all opportunities to learn and develop and support others to do the same

· Is open minded, flexible and responds positively to change; focuses on improvements

· Manages time, resources and priorities effectively and flexibly
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