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Salary & contract
term

Job Title Head of Finance
Reporting to CEO
Permanent

£50,00 - £55,000 pro rata, minimum of 22.5 hours per week with
flexibility to negotiate up to 30 hours.

Location

Citizens Advice West Sussex (CAWS) office base (negotiable)

Team overview

Managing and leading a small finance team consisting of Finance
Officer and Bookkeeper, you will report to the CEO and work closely
with the Senior Leadership Team, the Finance Sub Committee and board
of Trustees.

Role overview

\YET[!
responsibilities

Working in a busy local charity, you will be a member of the Senior
Leadership team responsible for overseeing the finance function and
delivery of the business strategy.

As well as working with teams to partner on local bids, you will be active
in our income generation plans and deliver feasibility plans for
innovative propositions.

You will ensure the day-to-day finance function is high performing and
compliant with our financial controls and external responsibilities.

Develop organisation wide and local project budgets, partnering with
the Senior Leadership Team to ensure projects are well resourced and
within budgets and advise the CEO accordingly.

Prepare and present reports to the CEO and to the Trustee Board and as
a member of the Senior Leadership Team on occasion deputise for the
CEO and lead in areas of business delivery.

Key elements/Tasks

Strategic
Leadership

e Actively feed into the development of the charity's strategy and
business plan.

e Provide advice and support in commissioning, new business
development and fundraising.
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Work with the CEO to develop financial models, provide
recommendations so the charity is sustainable.

Develop and deliver feasibility plans on income generation
propositions.

Use leadership and communication skills to ensure financial
deadlines are met.

Financial Planning,
Budget Setting and
Reporting

Provide strategic, financial direction, advice, and input into
strategic business planning and fundraising processes

Lead annual organisational budget setting process.

Prepare drafts of the annual budget with individual budget
holders to review and plan the budgets for their services

Work with the senior leadership team to create project budgets
and models to deliver the business plan and for new projects
and services.

Assist and partner with managers and others with oversight and
control to ensure that they deliver against financial
responsibilities and are accountable.

Identify and develop efficient procedures and continuous
improvement in policies, procedures, technology and software.

Financial
Management

Ensure completion of all accounting functions and banking
requirements including invoicing, payments, BACS, Bank,
reconciliations.

Ensure the completion of all aspects of payroll, NI, Tax and
operation of the pension scheme via outsourced company.
Monitor and complete effective and efficient
finance/administrative systems.

Ensure the monthly management accounts are completed and
provide analysis to the CEO and Board.

Prepare draft annual financial accounts / supporting schedules
liaise with the organisation's external auditors during the audit
process.

Monitor and ensure all legal requirements are complete as
funder, national Citizens Advice, Companies House and Charity
Commission returns.

Ensure that all finances are properly administered and that
appropriate financial regulations and controls are in place and
procedures used at all times with accurate record keeping.
Advise the CEO on all finance related issues and assist senior
leaders to interpret financial information to make decisions.
Draft and submit annual reports and finance reports to the CEO
and the Board.
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Supervision

appraisal

Management and e Lead regular team meetings ensuring effective communication
and up to date knowledge in the team and more widely.
e Manage staff through objective setting, supervisions and

e Use arange of techniques including coaching to colleagues and
senior leaders across to develop their budget management skills

upheld.

Other Duties & e Ensure GDPR, safeguarding, health and safety and other policies
Responsibilities are followed.
e Advise on financial implications of facility leases, contracted

services and subscriptions.
e Support business continuity and risk management in accounts

and other areas of business.
e Ensure our values including Equity, Diversity and Inclusion are

N

f

Person specification

ATTRIBUTES

ESSENTIAL

DESIRABLE

SOURCE OF
EVIDENCE

Qualifications

Hold a recognised accountancy

qualification (ACA/ACCA/CIMA)

Application form

Knowledge

At least 3 years' experience of
developing a range of budgets and
monitoring performance including
spend.

At least 3 years recent experience of
producing month-end management
accounts and audited year-end
financial accounts

Sound knowledge of accrual
accountancy, VAT and charity
finance including reserves and
restricted funding

Able to demonstrate an
understanding of
strategic financial
planning.

Application form
Interview
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Skills

Excellent organisation skills and
self-motivation - able to create and
follow processes, manage
conflicting priorities and meet
deadlines with attention to detail

Excellent IT and digital skills applied
to a finance role, working
independently using a range of
applications, software and Microsoft
office, in particular advanced Excel
skills and use of QuickBooks

Excellent communication skills —
ability to present reports verbally
and in writing to audiences who are
non-finance staff, and to explain
complex information, gain
information to develop budgets and
forecasts, write and present reports

Application form
Interview

Experience

Charitable accounts experience
including use of restricted and
unrestricted funds, charity
commission, companies house
obligations and submitting financial
returns.

Experience of working in an income
generation environment.

Experience of managing leases,
insurance and facilities service
contracts

Understand the Charities SORP.

Experience of developing
financial models.

Staff and team
supervisory experience.

Application form
Interview
References

'Values and
Leadership
Style

Lead and innovate to develop
systemised approaches in financial
processes.

Development teams to their full
potential, building sustainability
within the workforce.

Application form,
Interview

January 2026




Demonstrate and understanding of
and commitment to the aims and
principles of the Citizens Advice
service and its equal opportunities
policies.
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