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FAMILIES NEED FATHERS

Job Description
	Title of Job:
   Business manager

Responsible to:     Chief Executive




Purpose of job:

To be responsible for all the non-campaigning aspects of FNF’s work, including the smooth administrative running of the FNF office, book keeping and accounts.

Duties and responsibilities

1. To manage all administrative activities for FNF and ensure smooth running of the office – to ensure the office is a clean and healthy environment and that the equipment is working and well maintained.

2. To liaise with all suppliers, including photocopier, telephone, IT support etc. To secure value for money and good quality in purchasing.

3. To ensure staff have up-to-date contracts and clear guidance on terms of employment at FNF – including equal opportunities policy. To maintain the FNF Office Handbook.

4. To have responsibility for administrative files.
5. To advise the CEO on personnel policies and legal obligations.

6. To assist staff with meeting, travel and accommodation arrangements

7. To provide support to the FNF National Council and AGM, prepare papers, distribute mailings, attend the meetings and prepare minutes. Provide support for the Chair of the Board regarding these matters.

8. To maintain the Register of Trustees Conflicts of Interests

9. To provide occasional PA support to the CEO

10. To maintain adequate insurance and compliance with health and safety, and fire regulations.

11. To ensure FNF complies with Charity Commissioners’ requirements

12. To hold the post Company Secretary

13. To provide information to staff and trustees regarding training.

14. To arrange regular staff meetings

15. Maintaining staff holiday and sickness records.

Line Management

1. To line manage the FNF Admin Assistant

2. To manage any volunteers, interns or work placement students as deemed appropriate by the CEO.

Financial duties

1. To operate the accounting system and maintain the cash book postings for all bank accounts.

2. Manage supplier invoices and ensure they are properly posted to the creditors and nominal ledger  

3. To be trained in BACS procedures and support the admin assistant and volunteers in the processing of sales and memberships.

4. Manage income from grants, sales and supporters.

5. To maintain the fixed asset register and to ensure fixed assets are replaced as appropriate.

6. To administer petty cash, company credit cards and staff expenses

7. To liaise with the contractor, who prepares the payroll, and to administer staff pensions efficiently

8. To produce monthly management accounts from our ledgers and produce rolling three month reports in association with the treasurer for the trustees.
9. To produce the year-end financial accounts for audit and submission to the Charity Commissioners and Companies House. 

10. To liaise with the Auditors appointed by the AGM.FNF flow forecasts.
11. To track project expenditure against budgets and ensure the CEO and other responsible staff have adequate financial feedback on project expenditure

12. To support the CEO in the preparation of the annual budget.

13. To support the director of fundraising in preparing financial and activity reports to funders.

Other duties

1. Managing the FNF Membership systems, including new subscriptions, renewals, and the database.

2. Share responsibility, with other staff, for answering the phone and responding to general enquiries from the public.

3. With other staff manage the preparation and distribution of the Annual Report.

Core responsibilities

1. Equal Opportunities: Families Need Fathers has a commitment to achieving equality of opportunity in both services to our members and the employment of staff and expects all employees to understand and promote its policies in their own work.

2. Fire, Health and Safety: Families Need Fathers is committed to a healthy and safe working environment and expects all its employees to endeavour to consider and integrate health and safety in all work activities.

3. Child Protection: Families Need Fathers is committed to protecting children in both direct and indirect contact with the charity, its staff, volunteers and members. Employees are expected to be aware of and, when relevant, to implement our child protection policies.

4. Sustainable Development: Families Need Fathers is committed to the principles of sustainable development and all employees are expected, in so far as possible, to maintain work practices in line with the principles of sustainable development.

5. Continuing Professional Development: Families Need Fathers is committed to the continuing professional development of all its staff and all employees are expected to actively pursue opportunities to undertake training or other career development opportunities that they feel would develop their work and the operation of the Charity, and to keep an up-to-date record of such activities as they do undertake.

6. Data Protection: Families Need Fathers holds sensitive data on its members and those using its services such as the helpline. All employees are required to maintain an awareness of data protection responsibilities, and to execute all relevant duties with tact, discretion and due respect to confidentiality of clients, members and staff.

EMPLOYEE SPECIFICATION

Job Title:
Business Manager
Salary:
£26,500 per annum

5% non contributory pension, 25 days annual leave
As the attached job description outlines the main duties and responsibilities of this post, so the person specification lists the requirements necessary to perform the job. Candidates will be assessed according to the extent to which they meet the specification. It is therefore important that applicants pay close attention to all aspects of the person specification when deciding if their skills, experience and knowledge match these requirements. 

	
	Essential 
	Desirable 
	Assessment method 

	Qualifications 
	Educated to GCSE or equivalent-NVQ level 3 
	Educated to degree level.

Has undertaken training for &/or achieved qualification for working with parents. Be willing to undertake appropriate teaching training if requested.
	• Application Form & Certificate 

	Skills 
	Book keeping, accountancy and budgeting skills as detailed in the job description.
	 Appropriate qualifications
	• Application Form & Interview 

	
	Numerically literate. GCSE Maths at A or O level lat C or above.
	
	• Application Form & Interview and test at interview.

	
	Able to use and manipulate electronic spreadsheets and budgets.
	Knowledge of VT package or ability to learn it.
	• Application Form & Interview

	
	Understanding of good HR practice
	Experience of operating such systems
	• Application Form & Interview

	
	Understanding of charity law and company law with regard to charities
	Experience of operating within these regulations
	• Application Form & Interview

	
	
	Line management experience
	• Application Form & Interview

	
	Literate to a high level, Able to write clear accurate text
	Experience of minute taking
	• Application Form & Interview and test at interview

	
	Ability to qualify for BACS work.
	Qualified for BACS work
	• Application Form & Interview

	
	Ability to present a case to a groups of staff or trustees
	Experience in producing written reports and presentations
	


	Values
	• Commitment to equal opportunities and anti-discriminatory practice. • Recognition of the importance of supporting families throughout separation. • Demonstrate an 
	
	• Whole process 

	
	• An understanding of the principles of working in partnership with parents/families.
	
	

	Personal Attributes
	 • Willingness to work with a wide range of staff, trustees, members and volunteers.
	
	• Application Form & Interview

	
	• Open and honest • Reliable and fair
	
	• Application Form & Interview

	
	• Able to work flexible hours, including evenings, weekends.
	
	• Application Form & Interview


