
  
 

 

LIGHTHOUSE FUTURES TRUST  www.lighthousefuturestrust.org.uk 

Many thanks for downloading further information about one of our current vacancies.  We hope 
that the information provided below will help you decide if you would like to join our growing team 
of dedicated, professional staff.  
 
In 2012 a special school opened in Cookridge for children aged 11-19 with an autistic spectrum 
condition (ASC) or learning disability.  Lighthouse School was the country's first special Free School 
and has developed, since opening, to a position whereby we will have 72 students from September 
2019. 

We soon recognised that, on leaving our own school and other specialist learning establishments in 
Leeds, students faced a “cliff-edge” with regards moving into employment.  National statistics show 
that just 4% of young adults with a learning disability and 14% of those with autism actually move 
into employment but many more want to work but lack the specific support they need to take the 
first steps.  Accordingly, we set up a charity – Lighthouse Futures Trust – which focuses on helping 
young adults, aged 18-25, gain the social and employability skills they need to find and secure paid 
employment. We do this in a number of ways with our principal programmes being:  

- Providing work experience in Keepers Coffee or Branching Out, our two social enterprises. 
- Offering supported internships - 12-month programmes providing a real job in high quality 

locally-based companies, with on-site support being provided by a dedicated Job Coach. 
- Hidden Talent Recruitment – a bespoke programme of support including employability 

modules, mock interviews and company visits, designed to help young adults into work. 
- An extensive employer engagement programme which provides support to employers from the 

public, private and third sectors to encourage them to open up opportunities within their own 
work-place.   

Our aim is to provide young adults with the experiences, skills, confidence and self-esteem that will 
prepare them for the world of work.   We support students at Lighthouse School, some of the city’s 
SILC’s (Specialist Inclusive Learning Centres) and local colleges such as Leeds City College and Shipley 
College.    Although based in Leeds, we work with employers and young adults in both Leeds and 
Bradford.  

We employ approximately 20 full and part-time members of staff in our team.  This includes: 
- Staff managing/working in our two social enterprises 
- Job Coaches, based on an employer’s site, supporting interns  
- A head office team which provides support in finance, administration, employer engagement 

and education liaison  

Working for Lighthouse Futures Trust is often fast-paced but is always incredibly rewarding, helping 
create a positive future for young adults with a learning disability or autism.  We look forward to 
receiving your application.  

  

http://www.lighthousefuturestrust.org.uk/


  
 

Job Description 

 

Job Title  Finance Manager  

Job Status  Permanent  

Hours of work  22.5 hours a week. (0.6) 

Salary Scale  £26,317-£29,636 full-time equivalent, depending on experience  

Actual Pay  £15,790-£17,781.60   

Report to   CEO and Board of Trustees  

Line Management  None 
 
Location The charity is based at Wira House, West Park, Leeds LS16 6EB.     
 

 

 

This is an exciting opportunity to join a progressive Leeds-based charity which is developing and 
delivering an innovative internship programme for young people with autism or learning 
disabilities.   

We are looking for a part-time Finance Manager who will take on responsibility for all aspects of 
financial management of the Trust including: preparation of budgets, management of payroll, 
assisting with year-end charity accounts and regular financial reporting to the CEO, Trustees, and 
other stakeholder.  You will have prior knowledge and experience of management / financial 
accounting and a passion for delivering an effective and efficient financial service to the charity. 

If you would like to be considered for this position please visit our website to download our application 
pack: http://lighthousefuturestrust.org.uk/News.  

Advert Launch; 4th July 2019  

Closing date: 18th July 2019 at 9am  

Assessment Centre dates: w/c 22th July 2019 

 Lighthouse Futures Trust is committed to safeguarding and promoting the welfare of its students and 
expect all staff and volunteers to share this commitment. We are an equal opportunities organisation 
and welcome applications from all qualified and experienced individuals. An enhanced DBS check and 
disclosure is required for successful applicants.  

The job description below is not exhaustive and it is expected that the post holder will undertake 
additional duties on occasion, within their capabilities.   
 
 
 

http://lighthousefuturestrust.org.uk/News


  
 

 

LIGHTHOUSE FUTURES TRUST  
FINANCE MANAGER JOB DESCRIPTION  
 

JOB PURPOSE  
Deliver day-to-day financial management of the charity. 

Manage multiple income streams. 

Prepare regular management accounts and financial reports to the CEO and board of trustees. 

Ensure compliance with financial regulations and ensure statutory reports are filed accurately 
and on time.   

Principal Responsibilities  
Day-to-day financial management  

 Use SAGE to record financial information.  

 Process petty cash claims and ensure petty cash at Keepers is kept topped up. 

 Produce sales invoices and manage credit control. 

 Liaise with external suppliers ensuring timely processing and payment of purchase invoices, 
and sending remittance advices as well as securing best value. 

 Enter bank transactions and reconcile the bank accounts. 

 Manage utilities providers in order to ensure most cost effective rates/contracts are agreed. 

 Prepare payroll, process employee expenses and liaise with the outsourced payroll 
provider. 

 Enter daily takings sheets for the Keepers Coffee and Kitchen store onto SAGE, and produce 
regular reports on store performance. 

 Manage the use of the charity credit card.  

 Maintenance of a rolling cash-flow forecast, and using this to make decisions in relation to 
supplier payments and other cash transactions. 

 Monitor fund-raising and grant contributions 

 Oversight of premises and associated contracts 

 Liaison with HR as required 
 
 

Regular reporting 

 Prepare annual budgets, manage cashflow and undertake regular re-forecasting.  

 Produce monthly management accounts 

 Assist with preparation of the statutory year-end accounts. 

 Prepare appropriate financial reports for the CEO and Trustees including some more 
detailed analysis.  

 Produce and analyse other management and statutory accounting information for internal 
and external stakeholders in an accurate and timely manner. 

 Analyse charitable grant income and expenditure and support the submission of financial 
returns. 

 Liaise with and have responsibility for submission of returns to the ESFA/DfE. 
 

Other financial tasks  

 Produce and monitor the charity’s KPI’s. 

 Manage utilities accounts in order to ensure most cost effective rates/contracts are agreed. 



  
 

 Ensure the charity scheme of delegation is adhered to. 

 Take the lead on insurance arrangements. 

 Ensure that financial regulations are complied with, and that a full and robust system of 
financial control operates at all times. 

 Draft and update financial procedures and policies and ensure they are followed at all 
times. 

 Input into the risk register and be responsible for all financial aspects of risk management.  

 Other 

Contribute towards building and developing a positive culture and ethos within the charity 
including positive team working and collaboration amongst all staff.     

Act with honesty and integrity and uphold the values of the charity (pioneering, 
compassionate, person-focused, un-stoppable, authentic) 

Maintain high standards in attendance and punctuality with good, personal time management 
skills 

Ensure that all relevant policies and procedures are followed at all times including (but not 
exclusively) Health and Safety and Safeguarding. 

Takes opportunities to continuously learn and grow with a willingness to attend and 
participate in relevant meetings/professional development opportunities as appropriate. 

Be flexible and work according to needs, performing any reasonable duties as requested by the 
CEO/Line Manager which may involve assisting other areas which are commensurate with the 
grading of the post. 

To ensure all aspects of work are done to the highest standards.   

 

PERSON SPECIFICATION  

 Essential Desirable 

Qualifications Maths and English GCSEs or 
equivalent. 
 
Qualified by experience to AAT 
standards, or have substantial 
experience in a similar role, or Level 
4 NVQ 

AAT qualified 

 

Experience  Production of regular financial 
reports, budgeting, cashflow 
management and bank 
reconciliation. 
 
Ability to analyse large volumes of 
data and produce reports that 
people with a non-financial 
background can easily understand. 
 
Management of an effective and 
efficient finance service to the 
charity.  

Experience of work in a charity or 
education setting.  
 



  
 

Knowledge 
and Skills 

Familiarity with SAGE. 
 
Use of Microsoft Office products 
(especially Excel), email and 
internet. 
 
Ability to deliver work of a high 
quality with a good eye for detail. 
  
Able to manage multiple projects 
and work assignments with little 
supervision and ensure plans are in 
place to achieve projects on time. 

Confidence in negotiation with suppliers 
to deliver costs savings.   
 

Attitude  High levels of resilience and ability 
to remain calm under pressure. 
 
Enthusiastic, engaging ‘can-do’ 
attitude and ability to work well 
independently and as a member of 
a small team.  
 
Ability to work flexibly to meet the 
needs of the charity.   
 
Willingness to take on more 
responsibility for managing finances 
over time as the charity grows. 
 
Ability to undertake the duties of 
the post with reasonable 
adjustments as required under the 
Equality Act 2010 

Flexible approach to working hours  

 
 

 


