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Finance Partner

	Department
Reports To

	Finance
Financial Controller


	Term
	Permanent


	Location
	SPANA head office, London. 



	Hours of work
	Contract hours are 34.5 per week, SPANA offers a flexible working policy to all staff that allows for variable start and finish times within general office opening time restrictions. 



	Annual leave


	22 days annual leave, excluding bank holidays, plus three additional days to be taken over the Christmas period when the office is closed. Further days of leave will be earned after two years of service – see the employment handbook for details.



	Remuneration 
Pension and healthcare scheme
	£34,000 - £40,000 

SPANA operates pension scheme to which staff contribute 5% of monthly salary and SPANA 10% and a private healthcare scheme.


	Overall purpose of the role
	This role sits within the finance team who are in an exciting position with significant changes on the horizon. The role comes with the opportunity to shape the future as SPANA expands its financial reach and requirements for information across global operations. 
The post holder will be keen to establish excellent internal communications, policies and procedures, systems and processes and to work flexibly in partnership with business areas ensuring all of this happens within a framework of control and challenge, and excited to work collaboratively within a learning culture of continuous improvement and eager to put partnering skills to use embedding financial competency and control throughout all that SPANA does. 

	
	

	
	

	
	

	


1. QUALIFICATIONS, SKILLS & EXPERIENCE

Essential

· Experience of computerised accounting and database packages

· Microsoft Office with intermediate to advanced Excel skills

· An innovative, collaborative, questioning and flexible attitude to work, with a desire to keep building on knowledge and skills

· Ability to produce clear and concise documentation to support finance process improvement

· Strong interpersonal and communication skills, with the ability to develop and maintain good working relationships with all staff members

· Effective time management with the ability to prioritise tasks and meet deadlines

Desirable
· Experience of Raiser’s Edge and integration with accounting software

· Purchase ledger experience
· Multi-currency experience
2. KEY RESPONSIBILITIES

· Actively participate in the implementation of the new finance system at SPANA, championing the project across the organisation and ensuring its success.
· Roll out the new system across the organisation, becoming an expert to ensure all users throughout the organisation have an internal point of contact for help and support.

· Seeking opportunities to work in partnership across the charity to ensure all teams receive the support they need to manage the financial aspects of their roles. 

· Support business expansion into new areas of income generation, ensuring finance processes can be adapted to meet requirements. Participate in new initiatives and clearly articulate the financial requirements to ensure they are met from the outset.

· Challenge the status quo to improve and reorganise finance processes and make the best use of opportunities, resources and systems.

· Deliver accurate, relevant, user focused financial information throughout the organisation to support decision making at all levels. 

· Confident Excel user including pivot tables, vlookups and data filtering across large volumes of data to transform and present data to key stakeholders.

· Proactively support budget holders in the management of budgets and variance analysis.

· Uphold controls and good financial governance processes, identifying and acting quickly to correct areas of weakness.

· Be proactive in resolving issues arising from any work that touches the finance team. 

· Ensure that the general ledger is accurate and up to date at all times, processing invoices, expenses and large volumes of income with a full audit trail.

· Understand and actively assist in managing the cash flow to ensure obligations can always be met.

· Support overseas offices ensuring they receive funding in good time, offering the right levels of challenge and scrutiny to requests and financial returns.

· Comfortable working in a multi-currency environment with an understanding of how that impacts business.

· Ongoing and timely reconciliation of the charity’s bank accounts and all control accounts.

· Support credit card and cash expense transactions. Manage cash to ensure travelling staff have access to funds.

· Banking of head office income.

· A willingness to take on any task that will support both Finance and other teams at SPANA.
Organisational Culture

As a small charity (in terms of staffing, not ambition nor reach) at times we need everybody to pull together and help out so, in addition to the person specification, we require staff to:

· Be positive with a friendly manner whilst remaining professional and efficient.

· Be flexible as from time to time the post holder may be asked to perform other duties.

· Enjoy working in a team and have a strong team ethic.

· Maintain and actively improve and develop internal processes and procedures.

· Gain an in-depth understanding of SPANA’s charitable work in order to communicate confidently about what we do.

· Share information with the team, whilst respecting confidentiality, so that you and your colleagues have all the information you need to perform your duties effectively.

· Maintain strict confidentiality at all times.

· Be committed to the aims and objectives of SPANA.

· Be willing to work within SPANA’s employment policies.

· Embrace the SPANA values and demonstrate them in all that you do.

