Ferguslie Park Housing Association

Finance & Corporate Services Manager
Job Description
Fixed Term 12 months 
	Grade

	EVH Grade 9, points 5 -7

	Hours 
	21 hours per week pro-rata

	Responsible to
	Group Chief Executive

	Reporting to
	Group Chief Executive

	Objective
	As a member of the Association’s Management Team, support the governing body and provide a high quality and compliant service to colleagues and stakeholders

	Communication/ collaboration with customers
	· All Ferguslie Park HA and Tannahill Centre Employees

· All FPHA and Tannahill Centre governing body members

· All Group contractors, consultants and agents 

· All Group stakeholders, e.g. regulators, lenders


1. Purpose of the Job

Like everyone else at FPHA, it's your job to make our customers very happy with their experience of the Ferguslie Park Housing Association.  We're here to provide high-quality, affordable, homes where people and communities will flourish.  Your job is a vital part of how we will provide these well-run, appropriate services.  

FPHA is parent to a wholly owned subsidiary company, the New Tannahill Centre (NTC) which accommodates and fosters a range of vital services to the community including library, nursery, and medical services.  

FPHA Finance & Corporate Services Team supports the work of the Tannahill Centre by providing agency services across a range of finance and corporate services.
2.  Required Behaviours

Doing your job well is essential to Ferguslie Park HA achieving its purpose.  You need to be:-

· Pro-active and enthusiastic

· Keen to keep learning and improving

· Committed to social housing and social justice

· Determined to contribute to improved lives for our customers 

· Honest and trustworthy

· Respectful, reliable and dependable for colleagues and for our customers

· Flexible, adaptable and responsible

· Up for a 'can do' positive culture

· A good team-player; supporting colleagues irrespective of status

· Able to take responsibility for delivering your role without supervision

3. Finance & Corporate Services Team

This team delivers all Finance services for the Ferguslie Group, e.g. financial business planning, financial projections and budgets, payroll, annual accounts, management accounts and treasury management.  It also provides all Corporate services, e.g. secretarial support to the group governing bodies, corporate record keeping, data protection, risk management, ICT, insurance, office health & safety and internal audit.
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[image: image1.png][ —

Head of Operatons

Wirsger T Finance offcer
2 o Sz

g senies

i At

[rp— T Assisan wela
. ices Offcr X2 s offe





4. Main Duties & Responsibilities
Leadership
· Provide an excellent example of knowledge, professionalism, customer care, management and behaviours consistent with FPHA’s Vision, to be “Serving the Community, Valued by the Community” and our Values of Compassion, Inclusion, Integrity and Professionalism

· Motivate the team to achieve the Association's strategic objectives of “Providing excellent homes, services and a local environment to be proud of”; “Inspire confidence and trust from our tenants, staff and partners”; “Develop a strong team of talented and committed people” and “To safeguard our assets, sound financial position, long-term affordability and sustainability”
· Build effective working relationships with management team colleagues, staff, governing body members and stakeholders to achieve the aims in the Business Plan

· Contribute to the review of the Business Plan as part of the Management Team

· Advise the governing bodies on finance and corporate matters, attending meetings and presenting reports, including at training and away days

· Support management team colleagues with assistance at times of pressure or emergency and take part in cross-service activity and events

· Work in an outward-facing manner; engaging with local peers and partners, pursuing partnerships and joint initiatives, sharing good practice and experience

· Manage relationships with key stakeholders e.g. Housing and Finance regulators, lenders, Federation of local associations in Renfrewshire (FLAIR) – to maximise shared aims and to cooperate on delivery 

Management

· Manage the Association’s Finance & Corporate Services and provide a finance & corporate service to our subsidiary company The New Tannahill Centre.

· Manage all services and people in accordance with legal and regulatory requirements and good practice

· Manage the delivery of the Finance & Corporate Services Team Plan/s arising from the Business Plan
Personal Tasks

· Be responsible for the output of the finance & corporate services team
· Produce the financial sections and narrative for the FPHA and NTC Business Plans

· Produce the short, medium- and long-term projections and associated narrative

· Produce the Management Accounts and associated narrative

· Covenant monitoring and reporting

· Procure External and Internal Auditors, Insurance, ICT when required

· Liaise with lenders and report as required for Treasury Management matters for lenders and governing bodies

· Policy and procedure creation and updating
· Reporting on Risk Management and Data Protection compliance and management to the Management Team and Group Audit & Risk Committee
· Line management of all staff including supervisory meetings and appraisals 

· Produce the annual accounts and detailed working papers for external audit of both companies

Policies, Procedures & Reports

· Contribute to the annual schedule of policy review by producing and reviewing the Finance & Corporate Services strategies and policies 
· Ensure staff are trained and supported to operate approved policies and procedures

· Ensure Policies and procedures are implemented and advise the management team on any amendments required between scheduled review dates, e.g. when good practice, regulation or legislation is amended

· Cooperate with good performers and partners in FLAIR to share good practice in policies and procedures 
· Produce reports for the governing bodies which comply with the template and guidance

Performance

· Use best practice, performance data, benchmarking etc. to identify good performance aims for Ferguslie Park.
· Manage progress against targets, and report performance information to the management team, governing body, customers and Regulators

· Achieve team objectives and targets to contribute to achieving FPHA aims and standards

Compliance & Achievement of Regulatory Standards
· Be responsible for group compliance with data protection regulations
· Ensure effective use of the risk management strategy and risk management systems
· Ensure the team complies with statutory and regulatory standards for financial management and corporate services

· Lead compliance with FPHA’s policies for office and staff health & safety and be alert to any unsafe conditions and practices

· Collect and verify information for annual returns, including non-financial returns, to Regulators
· Achieve Budgetary Control

Staff Management and Training
· Ensure that the Strategic and Operational Objectives are understood by the team.

· Plan and co-ordinate the work of the team members, to meet agreed standards, outputs and timescales.
· Ensure that Finance & Corporate Services staff work in an integrated way with all teams
· Set and monitor individual performance targets and agree development needs
· Operate the Association’s performance management procedures
Customer Care
· Ensure the team provides an excellent standard of customer care

· Ensure staff respect confidentiality where appropriate, required or requested
· Represent the Association/New Tannahill Centre at meetings as required
General

· Pursue continuous development as a Finance & Corporate professional 

· Carry out all duties conscientiously in accordance with our policies and procedures

· Ensure the letter and the spirit of the Equalities and Human Rights policy is observed
· Contribute to the development and use of ICT systems

· Contribute to the review and implementation of other areas of policy and procedures

· Attend training, both internal and external as required
· Comply with the Association’s Health and Safety and Risk Management policies and raise any unsafe conditions and practices
· Any other duties considered by the Group Chief Executive to be appropriate

This job description will be kept under review by the Group Chief Executive.

FERGUSLIE PARK HOUSING ASSOCIATION

PERSON SPECIFICATION

FINANCE & CORPORATE SERVICES MANAGER GRADE 9
	EDUCATION, SKILLS, KNOWLEDGE, EXPERIENCE AND PERSONAL ATTRIBUTES
	Essential
	Desirable

	EDUCATION & QUALIFICATIONS

	Accountancy degree
	(
	

	Professional accreditation in accountancy
	(
	

	KNOWLEDGE, EXPERIENCE, SKILLS

	KNOWLEDGE & EXPERIENCE
	Financial business planning
	(
	

	
	Track record of achieving individual and team objectives
	(
	

	
	Housing finance
	
	(

	
	Regulatory standards of governance and financial management in charities
	
	(

	
	Experience of leadership at management level
	(
	

	
	Experience of successful change management
	(
	

	
	Data protection regulations
	
	(

	SKILLS
	Strategic planning and delivery
	(
	

	
	Staff management and motivation
	(
	

	
	Risk management
	(
	

	
	Report writing
	(
	

	
	Policy & procedure writing
	(
	

	
	Able to cope calmly with competing demands
	(
	

	
	Performance analysis and benchmarking
	(
	

	
	Interpersonal and communication skills
	(
	

	
	Microsoft Office systems
	(
	

	
	Office Health & Safety
	
	(

	PERSONAL ATTRIBUTES

	Pro-active, enthusiastic
	(
	

	Keen to keep learning and improving
	(
	

	Committed to social housing and social justice
	(
	

	Honest and trustworthy
	(
	

	Respectful, reliable and dependable for colleagues and for our customers
	(
	

	Flexible, adaptable and responsible
	(
	

	Up for a 'can do' positive culture
	(
	

	A good team-player; supporting colleagues irrespective of status
	(
	

	Ability to drive and possession of a full, current driving licence
	
	(
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