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Dear Applicant 
Financial Controller 
Thank you for your interest in the above post.  Below is the job information pack which contains the following information:

· Guidance for applicants
· Job description and person specification
· Working for Quakers in Britain

· Application form
· Equality monitoring form
To apply for the post, please download, complete and return the application form. You must ensure that you address, giving examples from your previous employment, voluntary work or other experience, how you meet each of the selection criteria set out in the person specification. 
You should email your completed application form to quakeremploy@quaker.org.uk. CVs are not accepted as an application for posts, but you can attach one to the application form if you wish. The closing date for receipt of application forms is Monday 13 February 2017 (12 noon). Interviews will be held on Monday 27 February 2017.
We would appreciate if you could also complete the equality monitoring form. The principles of equality are important to the Religious Society of Friends. The information you provide will help us to refine our employment practices and respond to the needs of the diverse range of people that our organisation comes into contact with. The details that you provide will be kept in strict confidence and will not be viewed by any member of the selection panel.

If you are an applicant with a disability and have any specific needs or queries you would like to discuss before making your application, please contact me by phone on 020 7663 1110 or by email at Clairec@quaker.org.uk
We do not acknowledge receipt of applications due to the high volume that we receive. Only candidates who have been shortlisted for interview receive an acknowledgement. If you do not hear from us within two weeks of the closing date your application has been unsuccessful on this occasion.
Thank you for your interest in the post. I look forward to receiving your application.

Yours faithfully 

Claire Common
HR Advisor
Job Description
	JOB TITLE:

          Financial Controller

REPORTING TO:

Head of Finance and Resources

RESPONSIBLE FOR:     
Four staff

DEPARTMENT:

Finance


DATE:


January 2017




Job Purpose 

The Financial Controller is responsible for implementing and maintaining all financial controls and systems within BYM, identifying and recommending potential operational efficiencies and improvements to working practices and procedures; overseeing the financial data processing and maintaining the quality and accuracy of data held within the Trial Balance for BYM and related entities. 
As a member of the Operational Management Team, the Financial Controller also shares responsibility for servicing the centrally managed work of Quakers in Britain; providing many of the resources and much of the expertise required to carry out this work effectively and in a manner consistent with Quaker testimonies and beliefs.

Core Operational Management Accountabilities & Tasks: 

Operational management

· Working in partnership with the Business Partner, ensure mechanisms are in place to enable the efficient and effective day-to-day running of the finance function.

· Alongside the Business Partner, take responsibility for ensuring that all relevant policies and procedures are in place and are being followed by BYM staff.

Operational Planning 

· Contribute to BYM’s operational plan by working collaboratively within and across departments to provide annual updates on budgets, areas of work, high level objectives and activities, and risks for the finance function.

· In the context of the strategic objectives set by BYM Trustees and BYM’s operational plan, create and implement a plan for the delivery and development of the finance function

· Where appropriate, work with other organisations and partners to develop joint plans and/or projects for the finance function.

· Keep up to date with developments in accounting and financial management, and ensure BYM benefits from relevant new services and approaches, while at the same time taking inspiration from Quaker work past and present.

Cross-organisational responsibilities

· Serve as a member of the Operational Managers’ Team, which is collectively responsible to Management Meeting for delivering the strategy, operational plan, budget and policies of the centrally-managed work of Quakers in Britain within the discerned priorities of Meeting for Sufferings and the Central Committees.

· Participate in cross-departmental projects, taking the lead in some working groups and both attending and contributing to general staff meetings.

· Collaborate with other BYM staff, in order to deliver work effectively and efficiently, seeking out opportunities to work with others wherever mutually beneficial.

· Communicate the needs of the organisation to colleagues.

Staff management

· Be responsible for the planning and oversight of all aspects of staff management within the function, including: 

· structuring the team to make best use of individuals’ and team’s abilities

· identifying staffing needs within the team and acting to resolve those needs 

· identifying training and development needs and approving appropriate solutions 

· ensuring staff’s performance management is delivered. 

· Line manage a number of staff members as agreed.

· Ensure that implementation plans are in place for the work of staff in line with the finance function’s strategic and operational plans.

· Provide effective leadership, support, direction, management and development of staff and their work by upholding the BYM Managers’ Commitment.
Budget management

· Manage and monitor the delegated budgets, including budgets for funded projects.

· Ensure the delivery of agreed work within agreed budgets and timescales.

Project management

· Be responsible for ensuring that all time-limited projects within the finance function are managed in accordance with their project plans and funder requirements.

· Where appropriate, initiate project work for finance staff.

· Manage any projects as required by Management Meeting.

1. Key Role-Specific Accountabilities & Tasks: 

 Financial Control and Management

· Manage the day-to day operations of BYM’s finance function.

· Prepare BYM Annual Accounts timetable and co-ordination of the financial year end closure process with Head of Finance and Resources and the Business Partner.
· Ensure processes exist and are documented so that the general ledgers of BYM and FHHL accurately reflect the current financial position at each month end. Maintain a monthly close-down process to review the results and establish their accuracy.

· Review reports to ensure all debtor and creditor information is being accurately recorded on the financial accounting system, enabling the resolution of account and audit queries, generation of management information for decision making and preparation of statutory information. 

· Review control procedures for VAT coding of all Accounts Payable and Accounts Receivable.

· Develop and maintain a strong culture of financial control across BYM, and minimise financial risks to BYM through compliance monitoring, inductions for budget holders and training and coaching colleagues 

· Ensure that financial regulations are up to date, relevant and properly enforced.

· Ensure that financial system, processes and controls are operating effectively across BYM, Swarthmoor Hall and the Hospitality Company.

· Ensure the accurate and timely processing of all month-end financial processes including bank reconciliations, journal adjustments and transfers, accruals and prepayments.

· Ensure monthly reconciliations between systems and on control accounts

· Supervise the processing of all sales and purchase invoices, all bank account entries and all expense claims.

· Monitor cash flow and produce cashflow projections, recommending the quantum, duration, rate and placement of short-term cash deposits and placing surplus funds on deposit for appropriate periods of time and withdrawing from such deposits where necessary. 

· In conjunction with the Head of Finance and Resources and the Business Partner prepare the annual accounts for both BYM and the Hospitality Company including managing, on a day-to-day basis, the relationship with the auditors.

· Prepare VAT returns, Corporation Tax computations and all regulatory filings.

· Lead on BYM’s activities related to external reporting, compliance and best in class accounting standards, practices and both year-end and month-end routines.  

· Ensure that BYM is fully compliant with all relevant external regulation, guidance and current accounting standards.  

· Lead BYM’s relationship with its bankers and its online payment processing partners.

· Enforce the spending and contracting authority limits set out within the Financial Regulations.  

· Authorise and commit expenditure up to a limit of £25,000 as delegated

Funding and Resource Allocation 

· Support the Head of Finance and Resources in delivering the long term financial strategy with a focus on driving value and strategic management of funding across all BYM’s activities. 

· Work with Management Meeting and members of Operational Managers Team to help develop the medium and long term business plans including appropriate performance targets and metrics. 

Data integrity and controls

· Manage the data transfer interfaces between Rendezvous (Hospitality), Merlio (Quaker Bookshop), Friends House payroll applications and PSF (accounting software), and to manage the relationship with the external software suppliers, investigating and resolving any data integrity or systems issues. Ensure processes are documented so that interfaces can be maintained during periods of absence.

· Ensure compatibility between the financial system and the recording on ThankQ of contributions and grants received.

· Ensure compatibility between the room bookings and management systems used at Friends House and Swarthmoor Hall, and the financial system

· Ensure compatibility between the bookshop and financial system

· Maintain oversight of all reconciliations between systems and ensure issues are addressed in a timely fashion

· Lead on communication with the external suppliers of the financial accounting software, the Bookshop software and the Hospitality Company space reservation software.

· Provide advice to the Head of Finance and Resources on the development of the accounting and financial systems and on maintaining essential compatibility between systems.

Functional Responsibilities

· Deputise for the Head of Finance and Resources as required.

· Support and cover finance tasks as required.

2. Intellectual Demands  

The post requires:

1. Analytical planning, prioritising and project management skills.

2. Ability to understand complex information, summarise it and to present it to a range of audiences.

3. The ability to respond flexibly to changing circumstances.

4. The ability, having identified relevant previous experience, to adapt it usefully to the current situation.

5. A high level of attention to detail and the ability to work quickly and accurately under pressure.

6. An up-to-date understanding of United Kingdom Generally Accepted Accounting Practice and the Charities Act 2011 as they apply to BYM and/or the Hospitality Company.

3. Judgements  

1. The post holder is expected to be largely self-directed and is regularly expected to make operational, managerial and professional decisions based on his/her knowledge and judgement.

2. Setting and managing timetable priorities for monthly, quarterly and annual accounting cycles so ensuring the optimal balance between timeliness and data accuracy.

3. Adjustments and transfers to accounting entries in order better to present the underlying substance of all financial transactions.

4. Responsibility for authorising or withholding payments from BYM’s and the Hospitality Company bank accounts.

4. Use of Resources 

1. Financial oversight of all incoming and outgoing resources of BYM and the Hospitality Company 

2. Has responsibility for the day to day control of BYM’s cash balances 

3. Responsibility for the research, selection and acquisition of financial accounting and other operational software.

5. Communications (60%)

1. Internal: Has regular contact with Members of Management Meeting and most of the budget holders and operational managers

2. Is involved in resolving interdepartmental costing and funding issues, serving on recruitment panels, and advising on special projects such as pensions and salary spine reviews.

(40%)

1. External:    Has contact with clerks of Quaker committees and meetings, external IT services, external pension providers, external payroll bureaux and other consultants.

2. Trustees.

3. Statutory auditors, tax advisers and lawyers.

4. External professional firms commissioned to perform internal audit work.

5. External IT and software consultants.

6. Recruitment panels.

6. Physical Demands & Co-ordination 

There are no unusual physical demands.

7. Working Conditions and Emotional Demands 

1. Much of the work is to tight deadlines and involves dealing accurately with complex spreadsheets containing more than 68,000 cells of final budget data.

2. The complexity of the financial system and the demands for detailed analysis and reporting mean that control must be exercise over some 250,000 financial transactions each year.

3. In an open plan office concentration may sometimes be a challenge.

8. Other responsibilities:  

1. Responsible for ensuring that Britain Yearly Meeting’s Equal Opportunities Policy is adhered to in all aspects of the role. 

2. Responsible for ensuring that Britain Yearly Meeting’s Health & Safety Policy is adhered to at all times.

3. Responsible for ensuring that Britain Yearly Meeting’s commitment to sustainability is adhered to in all aspects of the role. 

4. To undertake duties and responsibilities commensurate with the post.

Person Specification
	Job Title:                Financial Controller

Department:           Finance & Resources 

Date:                       January 2017


ESSENTIAL KNOWLEDGE 




Up to date knowledge of UK Generally Accepted Accounting Practice and charity SORP.

Communicating effectively on financial issues with non-financial managers.

Knowledge of and sympathy with Quaker values.

Understanding and experience of the charity sector. 

ESSENTIAL QUALIFICATIONS 

CCAB approved accountancy qualification (current membership)

ESSENTIAL EXPERIENCE 

Ability to manage and motivate staff at different levels.

A minimum of five year’ post qualifying experience in a comparably sized organisation, working with significant autonomy.

A developed ability to communicate to a wide range of Quaker and non Quaker stakeholders.

IT skills in Microsoft Excel, Word, and in financial and management reporting software.

ESSENTIAL SKILLS 
A mature and diplomatic approach to committee members and staff colleagues.

Good analytical and presentation skills.

A structured and methodical approach to service delivery.

DESIRABLES  
Working experience of PSF and Crystal.

Finance Department with Line Management Context
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Guidance Notes
PLEASE READ THESE NOTES BEFORE COMPLETING THE APPLICATION FORM
These notes have been designed to assist you by providing information about BYM’s recruitment process.  

Preparation 

You should spend time reviewing your skills, achievements and experience, identifying those that are relevant to the job.    

Making your Application 

Job Details 

You should read the job description, person specification, advert and background information so you know what the job involves.   Think about why you are interested working for the Religious Society of Friends (Quakers), the post and how your knowledge, skills and experience (paid or non-paid) would enable you to be effective in the role.    

Completion of Application Form 

The application form is used both for shortlisting and reference during the interview process.   

When completing the application form: 

· you should read the job description, person specification, advertisement and background information etc. before completing the application form.  Use the information supplied to make your application relevant to the post.  

· it is important that you use the application form to explain how your skills, abilities, experience and qualifications compare with those set out in the supporting information

· It is important that you give reasons for any gaps in your employment history 

· Please note that we do not accept CVs as an application for posts however, you can attach one, but you must fully complete the application form.   If there is insufficient space to complete your details, please continue on a separate sheet.   

The information that you provide on the application form and supporting statement is the only information we use in deciding whether or not to shortlist you for interview.   

You must ensure that the information you provide is well organised and relevant to the post that you are applying for.

Supporting Statement     

You should write a supporting statement setting out the reasons why you think you are suitable for the post. You must address each item on the person specification.   You should highlight the experience, skills, achievements that you would bring to the post including, those that you have gained through previous employment, voluntary work or any other relevant experience.   
Accuracy of Information 
The information that you provide to the Religious Society of Friends, both on your application form and at interview must be accurate.   If we discover that any information provided is inaccurate, an offer of employment may be withdrawn.  Where an appointment has been made we may take disciplinary action up to and including dismissal.   

Data Protection 

You should be aware that information contained in or derived from your application may be retained in both manual and computerised form for the purpose of recruitment administration, the production of depersonalised statistical data relevant to recruitment or equality issues and on appointment, personnel, payroll and pensions administration.  

If your application is unsuccessful your application form will be retained for a maximum period of six-months. 

We will not share your information with any other organisation unless required to do so by law.  

Completed applications 

Completed applications should be emailed by the stated closing date to: quakeremploy@quaker.org.uk 

Equality & Diversity 
QUAKER FAITH & PRACTICE 23.36 

'At the Centre of Friends’ religious experience is the repeatedly and consistently expressed belief in the fundamental equality of all members of the human race. Our common humanity transcends our differences...We aspire not to say or to do anything or condone any statements or actions which imply lack of respect for the humanity of any person.' (Meeting for Sufferings, 1988)

The Religious Society of Friends (Quakers) is committed to equality.  In order to monitor our commitment to equality we ask applicants for posts to complete our equality monitoring form.  The information provided is treated in the strictest confidence and is detached prior to shortlisting. The forms are retained by HR and the panel do not have sight of them.   

Appointment Process 
After the closing date is passed, the recruiting manager and the interview panel shortlist applicants who demonstrated that they meet the essential criteria set out in the person specification. Only candidates shortlisted are invited for interview. If you do not hear from us within two weeks of the closing date your application has been unsuccessful.

Normally applications received after the closing date are not considered
Interview      
If you are shortlisted for interview you will be invited to a selection process.  All interviews are conducted by a panel of two or more including the recruiting manager. If there are any special arrangements associated with the selection process e.g. tests or presentations, you will be informed accordingly.   
Disability 
If you are an applicant with a disability and have any specific needs, adjustments that you would like us to make or queries please contact HR on 020 7663 1111/1110.   

Interview Outcome 
If you are invited to attend an interview/and or selection process you will be informed either verbally or in writing of the outcome.  The successful candidate will have the decision confirmed in writing as an offer of employment.  The unsuccessful candidate is offered the opportunity for feedback.   

References 
On the application form you are asked to provide us with the details of three referees, one of which must be from your most recent employer.  If you were a student one of your referees should be from a tutor.   We only contact referees with your permission after an offer of employment has been made.  

All offers of employment are conditional upon the receipt of references that are satisfactory to BYM, verification of right to work in the UK, medical health clearance, and where applicable verification of qualifications and Criminal Record Bureau checks  

Right to Work in the UK
Under Immigration Act 2014, employers must ensure that any prospective employee is legally entitled to live and work in the UK.  If you are offered employment by the Religious Society of Friends (Quakers) you will be required to produce an official document confirming that you are entitled to live and work in the UK, e.g. passport; full birth certificate and official document confirming your name and national insurance number; or a passport/travel document/letter from the Home Office.

Queries 
If you require further information or wish to raise any matters with regard the appointment process, please contact HR on 020 7663 1111/1110.   

 .  

Complaints 
Applicants for posts within the Religious Society of Friends (Quakers) have the right to complain if they feel they have been unfairly treated or discriminated against during the recruitment process.  If you feel that this is the case you should contact Ric Moore, HR & Training Manager, on 020 7663 1111 (direct line) or by email: ricm@quaker.org.uk 

Working for Quakers in Britain

Britain Yearly Meeting, is a national charity employing around 170 people. Its purpose is to work for, with and on behalf of Quakers in Britain.

About our organisation
Quakers is the name often used for the Religious Society of Friends.  Although we have our roots in Christianity, we also find meaning and value in the teachings and insights of other faiths and traditions.

In Britain there are about 20,000 Quakers. We have 500 local Quaker Meetings, grouped into 72 'area meeting' charities. All these charities are affiliated to Britain Yearly Meeting (BYM).

Britain Yearly Meeting (BYM) is a charity, formally known as 'Britain Yearly Meeting of the Religious Society of Friends'. The trustees are appointed by and accountable to British Quakers; and because this work is done for and on behalf of Quakers from the whole of Britain, the work we do is known as ‘centrally-managed work’.
A Quaker workplace

We aim for our workplace to be consistent with Quaker values - broadly the same as most well-run progressive organisations. For example:

· We expect staff to respect each person regardless of age, race, religion, gender, transgender status, sex, sexual orientation, disability, marital or civil partnership status

· We avoid unjustifiable and unlawful discrimination in our employment practices

· We follow good employment practice, with clear and supportive line management

· We have a 1:4 ratio between the lowest and highest salaries

· We aim to be open and honest in all our work

· We avoid titles such as ‘Mrs.’ or ‘Mr’.

Very few jobs with BYM are restricted to Quakers, although about 1/3 of the staff are Quakers or linked to Quakers in some way.

About Quakers

The Quaker way is based on silent worship, as a way to help people connect directly to God.  Quakerism began in Britain in the 17th Century. Its roots are in radical Christianity, although today not all Quakers call themselves Christian.

Quakers share a way of life rather than a set of beliefs. We seek to experience God directly, within ourselves and in our relationships with others and the world around us.

Quakers are ordinary people, who try to live their values they can.  This leads many Quakers to work for a better world.  Values that are important to us include truth and integrity; simplicity; equality; peace; and sustainability.

You do not need to be a Quaker to worship with us at one of our meetings.

You can find out more:

• From our website - www.quaker.org.uk

• By reading `Advice and Queries’ which is an introduction to Quaker belief (http://qfp.quaker.org.uk/) 

• By visiting the Quaker Centre at Friends House, which has leaflets and books, and volunteers who can answer questions

• Or ask for a free information pack – www.quaker.org.uk/more-information 

