
 

LIGHTHOUSE FUTURES TRUST 
JOB DESCRIPTION: FINANCE & BUSINESS MANAGER 
 
The job description below is not exhaustive and it is expected that the post holder will undertake 
additional duties on occasion, within their capabilities.   
 

JOB PURPOSE  
Lead on the day-to-day financial and administrative management of the charity. 

Produce regular internal and external financial reports.  

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

Ensure staff records and performance management systems are in place and up-to-date, 
working with external HR advisors as necessary. 

Work closely with the CEO to devise and implement the financial strategy; provide support, 
advice and guidance to all budget holders on all aspects of financial management and control. 

Principal Responsibilities  
Day-to-day financial management  

 Use SAGE to manage day-to-day financial transactions including reconciliation of bank 
accounts. 

 Produce sales invoices and manage credit control. 

 Manage cash-flow and update forecasts regularly.  

 Prepare monthly management accounts.  

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

 Monitor contributions from fund-raising and grants, ensure compliance with any terms & 
conditions and ensure funds are spent appropriately and recorded accurately.  

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

Regular reporting 

 Produce regular reports on income/expenditure for the charity as a whole, and individual 
social enterprises such as Keepers and Branching Out.  

 Prepare the annual budget and ensure ongoing monitoring of income and expenditure, 
identifying any areas of concern and proposing and implementing resources. 

 Prepare statutory year-end accounts including liaison with external auditors, Treasurer and 
Company secretary regarding the annual audit. 

 Establish and implement a range of financial procedures and policies to ensure robust 
financial management throughout the charity, and ensure all staff are compliant. 

 Ensure that all requirements of the Charity Commission and Financial Regulators are 
complied with, and that a full and robust system of financial control operates at all times in 
all aspects of the charity’s affairs. 

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

 Liaise with, and submit reports to, the Education and Skills Funding Agency (ESFA) and Local 
Authorities as required.   

 Ensure the charity scheme of delegation is adhered to. 
 
 



 

Administration and HR 

 Responsible for administration in relation to the recruitment and appointment process, 
including the submission of all relevant information to the Payroll Provider. 

 Ensure that all staff personnel files are accurate and up to date including attendance, 
absence and sickness records.  

 Ensure the charity Single Central Record is accurate and up to date, including the 
production of monthly exception reports. 

 Oversight of Staff Performance Management procedures including annual appraisals, 
objective-setting and development of KPI’s. 

 Manage the performance of some non-student-facing staff including prioritisation and 
allocation of tasks to deliver the annual workplan. 

 Develop and implement effective administrative systems across the charity. 

 Manage charity policies and ensure they are updated and implemented including health 
and safety, risk assessments, IT etc.  

Other duties 

 Oversight of premises and associated contracts including utilities, IT, phone etc 

 Manage all aspects of insurance including submission of any necessary claims. 

 Day-to day responsibility for health and safety control and risk management across all sites, 
including undertaking risk assessments. 

 Maintain and update the risk register and ensure processes are in place and being followed 
in order to mitigate key risks.  

 Oversight of all student data management including regular checking and uploading of 
student records through liaising with job coaches. 

 

 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. 

Take 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 grade C or 
above or equivalent. 
 
AAT qualified or qualified by 
experience in a similar role  

Qualified Accountant   
 
Degree level qualification  
 
CIPD level 4 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. 
 
Robust knowledge of legislation and 
best practice in relation to financial 
management. 
 
Ability to lead, manage, develop and 
organise and motivate a team of 
staff. 
 

Working work in a charity or 
education setting.  
 
Preparing charity accounts for 
external audit.  
 
Premises management, health and 
safety procedures and risk 
assessments.  
 
Knowledge of specialist post-16 
funding and finance.  
 
HR administration and/or 
recruitment.  
  

 

 

  

 

Knowledge 
and Skills 

Familiarity with SAGE (or similar 
accountancy software packages) 
 
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. 
 
Excellent communication skills.  
 
Strong organisational skills. 

Confidence in negotiation with 
suppliers to deliver costs savings.   
 
 

Attitude  High levels of resilience and ability 
to remain calm under pressure. 
 

Flexible approach to working hours  



 

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 work independently with 
minimal supervision, and manage 
own and others’ time and workload 
effectively in a busy environment. 
 
Ability to undertake the duties of 
the post with reasonable 
adjustments as required under the 
Equality Act 2010 

 
 
 
 


