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L'ARCHE
BELFAST




SECTION 3 – JOB DESCRIPTION & PERSON SPECIFICATION 
                                         


	Role Profile:                  
                                      BUSINESS MANAGER


	Reporting to:
	   THE COMMUNITY LEADER/CHIEF EXECUTIVE  


	Responsible for:
	· In liaison with Community Leader, monitor and control all L’Arche Belfast finances.  Aim to maximise profits whilst maintaining an excellent standard of service;
· Responsible for the day to day management of the organisation’s financial operations;
· Responsible for implementation of the annual operational plan, ensuring that all relevant tasks are appropriately delegated and completed;
· Ensure that the Community Leader and Board of Directors are made aware of all strategic developments which may impact on the organisation, using appropriate networking skills to link with internal / external stakeholders.
· Serve as the Company Secretary, providing a link between the Leadership Team and Board of Directors


	Main Job Purpose:

	Clients:            - To ensure the highest level of core members’ satisfaction is continually attained.
Quality:  
 - To achieve overall efficiency within the organisation whilst ensuring relevant

                             procedures and regulations are upheld; 


 - To ensure every opportunity is taken to continuously improve working 


                methods, communication, and standards.


	Key Performance Measures:


	· Feedback from the Community Leader, Team, Core Members and 3rd Party Providers;

· Compliance with and adherence to relevant legislation and regulatory requirements;

· Quality and accuracy of documentation and data completed and efficiency of processing same to meet deadlines;

· Maintaining a professional approach to work, at all times;

· Projecting a professional and reputable image for L’Arche Belfast and acting as an Ambassador for the organisation, at all times.



	Detailed Responsibilities of this role:

	In fulfilling this role, the job holder undertakes the following activities:
Administration of L’Arche Belfast finances including: 
· Ensure consistent implementation of financial controls and procedures, including training of other staff as required; review and revise financial controls as required.
· Management of payroll, in conjunction with our payroll provider;

· Management of the organisation’s bank accounts, including regular bank reconciliations;
· Management of billing for services and systems to reclaim monies owed to the organisation, including preparation invoices;
· Preparation of monthly finance and budget reports, and presentation of these reports to the Board;
· Preparation for the organisation’s annual accounts and serving as the main contact for the organisation’s auditors;
· Preparation of annual budgets in cooperation with the Community Leader and relevant project leaders; 
· Oversee and manage the organisation’s fundraising and private donations, including acknowledgement of receipt, management of Gift Aid, and compliance with all legislation and regulation pertaining to fundraising.
· Oversee and assist with the financial management of our Root Soup social enterprise project.
Management of L’Arche Belfast operations including:

· Serving as Company Secretary for the organisation;

· Acting as a deputy to the Community Leader;

· Assisting the Community Leader to ensure adequate staffing is in place to deliver services;
· Maintaining systems that ensure the organisation is operating efficiently and effectively; 
· Ensuring the organisation is fully compliant with all relevant regulation (Health and Safety, Data Protection, Charities legislation, Companies House regulation, etc.;
· Overseeing the management of the organisation’s contracts and funding agreements;

· Attending monthly Board meetings with Community Leader/Registered Manager

· Oversee processes for the maintenance, repair and cleaning of all L’Arche Belfast premises and major equipment (e.g. business vehicles).
Strategic/Operational Planning including
· Assisting with the development and implementation of strategic plans;
· Working with the Community Leader/Registered Manager and other key employees to produce annual operational plans, and monitor operational planning to ensure that objectives are being met and/or providing required support to ensure objectives are met;
· Providing regular operational progress reports to the Board;
· Working in conjunction with the Community Leader and Board of Directors, to ensure awareness of changes and developments in the social care sector, which could have an impact on the organisation’s strategic direction or operational planning;
· Attend net-working interventions on behalf of the organisation.

Management of staff including: 
· Direct supervision of Administrator, Project Developer, GCC Programme Manager, and Root Soup Project Leader;

· Ensuring appropriate recruitment and employment procedures are followed, within employment law legislation; 
· Ensure personnel and attendance records are maintained; 
· Developing and reviewing good systems of communication between the organisation’s various projects;

· Reviewing pay and conditions of staff and advising the Community Leader and Board of Directors accordingly; 
· Overseeing the organisation’s complaints procedure to ensure a satisfactory outcome is achieved on all occasions; 
Management of Information Technology systems, to include: 
· Ensuring the functioning and best use of the organisation’s computer system and implementation new software systems as required to aid efficiency;

· Overseeing the training of all personnel in the use of the organisation’s IT systems;
· Ensure maintenance of hardware and replacements as required;
· Working with the organisational IT Consultant in the maintenance of  IT crisis prevention, and development of systems to protect security of data;
· Ensure policies are in place to prevent the misuse of the Internet, social media, and emails;

· The post-holder will also be expected to carry out such other duties as are 
             commensurate with the responsibilities of the post.

JOB DESCRIPTION REVISION: 
This job description is intended to provide an outline of the key tasks and responsibilities only. There may be other duties required of the post holder commensurate with the position. The responsibilities may be amended, after discussion with the post holder, to take into account the development of both the post and the organisation. All members of staff should be prepared to take on additional duties or relinquish existing duties in order to maintain the effective running of the organisation.



BUSINESS MANAGER

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	Academic/

Vocational Qualifications
	· Part/fully qualified Accountant with a recognised accounting body

(ACA/ACCA/CIMA or similar)

OR

· Relevant formal technical qualification (AAT or IATI);

· OR

· Relevant business, management or finance qualification or degree
AND

· Evidence of a commitment to continuing professional development and training in different areas of management.
	

	Experience

	· Financial management including managing budgets and financial forecasting;
· Experience in the production of management and/or statutory accounts

· Maintenance/processing/reconciliation of general ledgers;
· Experience in using Sage Line 50 Accounts and Payroll packages;
· Competent in the design and use of advanced Microsoft office;
· Experience of, and success at, motivating and managing people;
· Experience of working in teams and able to promote a team spirit;
· Familiar with employment law and employment-related legislation;
· Business planning;
· Working in an IT-dependent environment.

	· Contingency planning to ensure business-  continuity;
· Project management;              

· Facilities management;
· Health & Safety;
· Risk assessment.
 

	Skills
	· Leadership skills

· Excellent inter-personal skills 

· Delegation skills

· A “solutions focussed” approach

· Makes things happen

· Good communicator (oral and written) 

· Ability to listen and empathise

· Mentoring/coaching

· Competent with use of office IT

· Chairmanship and co-ordination

· Good time management

· Problem solving

· Negotiating

· Able to manage change

· Networking

· Facilitation

· Managing conflict
	· Organised & decisive in implementing a vision

· Process management

· Ability to develop comprehensive systems to solve organisational problems

                            

	Qualities
	· Self-motivated – able to work with minimal direction
· Willingness to interact and work alongside persons with learning disabilities
· Ability to work steadily towards goals regardless of distractions

· Adaptable, innovative, forward looking

· Enthusiastic, with energy and drive

· Gains respect by example and leadership

· Honest, caring and sympathetic

· Strategic thinking with vision

· Personable
· Hard working, reliable and resourceful

· Willing to work flexible hours as necessary

· Considered, steady approach

· Diplomacy


	

	Other
	· Ability to travel to meetings outside the organisation’s base.
· Willing to attend 1-2 evening meetings per month (e.g. Board meetings).
	

	This is a regulated position and enhanced disclosure will be required under the Protection of Children and Vulnerable Adults (NI) Order 2003




	HOURS OF WORK:   37.5 HOURS PER WEEK

REMUNERATION:     £25,000 - £26,800 gross p/a 
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