JOB DESCRIPTION

Job title:
Finance Manager 

Location:
WSPA UK Regional Office
Main purpose of job
· Administer and develop UK Regional Office financial processes

· Support, advise and challenge the UK Regional Office team on financial matters

Position in organisation
· Reports to Head of Operations 

· Manages a Supporter Services/Finance Administrator

· Maintains a close working relationship with finance counterparts in WSPA International 

· Provides support on finance issues to UK Regional Director

Scope
· Financial administration of fundraising income of over £11m pa and associated expenditure.

Qualifications

· AAT, part-qualified accountant or equivalent experience essential 
Experience
· Experience of operating financial processes and procedures essential

· Experience of fundraising essential

· Experience of Raisers’ Edge or other fundraising database desirable

· Direct debit processing experience and legacy administration desirable

· Experience of charity trading issues desirable

· Knowledge of VAT and methods to minimise VAT payment desirable

· Experience of supervising staff desirable

Duties and Key Responsibilities
· Responsible for the operation of HQ financial processes and procedures within the UK Regional Office

· To be the main point of contact on operational financial matters between UK Regional Office and WSPA International finance team

· Develop and maintain efficient processes for and provide day-to-day administration of 

· purchases, purchase orders and contracts

· payroll giving admin and other admin relating to donations
· Develop and maintain efficient processes for and provide day-to-day supervision of
· entering cheques onto fundraising database 

· the post opening process
· Manage finance-related aspects of the Supporter Services/Finance Administrator

· Reviewing monthly financial reports produced by WSPA International; design and produce additional financial management information to aid the performance measurement and decision-making of the UK Regional Office

· Plan and co-ordinate the UK Regional Office budgeting process; compile phased budget and challenge assumptions

· Providing interpretation and commentary on budget variances

· Detailed monthly reforecasting of income and expenditure, including challenging fundraisers’ assumptions and providing sensitivity analysis; checking accuracy of the detailed and complex direct marketing input to the budgeting and reforecasting process

· Work with WSPA International finance team to move WSPA UK onto rolling budgeting and reforecasting 

· Working with WSPA International finance team to reconcile income between fundraising systems and finance systems. Investigating differences.

· Ensuring coding structures on the finance system and fundraising database are compatible

· Working with the database manager to ensure gift aid compliance

· Work with the database manager (and Raisers Edge project manager) to ensure the accurate and efficient capture of income and expenditure information to allow useful management information to be produced, including lifetime value

· Working with advice from WSPA International, ensure compliance with VAT, tax and trading rules for new and existing fundraising activities including use of the trading company

