JOB TITLE:
FINANCE CONTROLLER
Ligoniel Improvement Association (LIA) is a community based organisation whose aim is to initiate, facilitate and resource community participation in the improvement of the Ligoniel area.
Ligoniel Community Enterprises (LCE) is a separate but related social economy company for which LIA provides management services. 

(LIA and LCE will be referred to as the ‘Companies’ throughout the rest of the document)

JOB DESCRIPTION:


Responsible for the day-to-day financial activities and management of LIA and LCE, including the preparation of monthly management accounts, annual financial accounts and reports, budgets, cash flow forecasts, liaising with project offices on grant applications and financial management of project budgets. Complying with and overseeing all tax and regulatory issues relating to financial matters.  Line manager of all administrative staff.
RESPONSIBLE TO: The Chief Executive Officer
Reporting directly to the LIA & LCE Boards on matters relating to financial management.

DUTIES AND RESPONSIBILITIES:
1.  Responsible for implementing, reviewing and updating where necessary the financial systems and financial policies and procedures in accordance with the companies’ governance guidelines and statutory requirements.
2. Provide monthly management accounts, reports and annual accounts (up to audit level) to the Board of the companies and to the Finance and General Purposes Committee.
3. Develop, implement and maintain budgetary control systems and cash flow forecasts as appropriate to enable the Boards of the companies to review the financial position of individual projects.
4. Working with auditors, facilitating their audit work and dealing with any queries.

5. Provide financial information in respect of project funding applications
6. Advise project co-ordinators and Boards of the Companies on Terms and Conditions of contracts, dealing with their queries, the drawing down of grant payments and expediting payments in a timely way.
7. Provide funders with timely and accurate financial reports and expenditure claims

8. Undertake periodic reviews of organisational running costs to ensure value for money.

9. Responsible for all payroll and related functions, including salary calculation, online HMRC filing, monthly tax and national insurance remittances and year-end returns.

10. Organise and control debtors and creditors ledgers for both LIA and LCE, ensuring that systems are in place for efficient collection of amounts due from customers and for payments to suppliers in accordance with their terms.

11. Complete all annual returns and any other statutory returns relating to the companies’ business.

12. Act as a second signatory on cheque payments.
13. Act as the Health and Safety Officer for the companies.

14. Manage LCE’s business portfolios and liaise with tenants in respect of rent and licence agreements, credit control and carry out periodic reviews of same.

15. Provide finance, administration and management support to external community groups in Ligoniel as requested.

16. Provide line management of the LIA Administration team, including supervisory and planning meetings with Senior Administration Services Officer.

17. Attend conference/ seminars and meetings as required.

18. Undertake job related training as required.

19. Undertake any other duties relevant to the post.

20. To act as company secretary.

PERSON SPECIFICATION

ESSENTIAL

· Must hold or be studying for a recognised accounting qualification or have a minimum of 5 years experience working in finance, either in a community/voluntary sector organisation or in a commercial business.

· Minimum of 3 years’ accounting/ financial management experience, including experience in the production of management accounts.

· Strong analytical and numerical skills.

· Knowledge of and demonstrable practical experience of computerised accounting packages ideally including Sage Line 50.

· Good knowledge and experience of creating / updating spreadsheets.
DESIRABLE

· Experience in supervising staff undertaking financial administration tasks.

· Experience/knowledge of human resource processes and protocols. 

· Knowledge of community / voluntary sector.

· Access to own transport.

· Experience in being involved in making funding applications and financial claims within the community sector.

· Knowledge of current charities and companies legislation

· At least 2 years’ experience working in finance and corporate governance in a charity context within the last 5 years.

· Experience in preparing budgets.
Personality:  Self-driven, results-oriented with a positive outlook and a clear focus on high quality.  Mature, credible, and comfortable in dealing with staff and external organisations. Empathic communicator, able to see things from the other person's point of view.  Well presented and businesslike. Keen for a new experience, responsibility and accountability. Must be an excellent face-to-face, telephone and written word communicator.

DURATION:
Temporary post. Subject to funding, it will continue.
SALARY:
Point 26 to 31 on the NJC Scale (£23,398 - £27,668)
HOURS OF WORK: 37 ½ hours per week

HOLIDAYS:
24 days, plus public holidays

•
LIA is an equal opportunities employer

•
LIA is a registered charity supporting equal opportunities

•
LIA operate a no smoking policy

This post is funded by the Department for Communities
