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	Job Description & Employee Specification





	Job Title

	
Finance Operations Lead – 37.5h/week


	Reporting Line

	
General Manager and Board of Trustees


	Job Purpose

	
The Faith Mission is an unincorporated Scottish charity which also has a registration in the Republic of Ireland.  It was founded in 1886 by John George Govan as a religious organisation for the purposes of evangelism and Christian ministry in the rural areas of the Great Britain and Ireland.

Vision
“To reach through passionate evangelism the lost of all age groups, particularly in the villages and rural areas of Great Britain and Ireland, and by biblical teaching to encourage holiness of heart and life in Christian people.”
This vision statement is worked out through three core ministries, as follows:
Rural Evangelism – As an interdenominational agency, The Faith Mission works closely with all Christian churches that share a similar concern for passionate evangelism and evangelical truth, especially in areas where there is little or no biblical witness.
Biblical Training – The Faith Mission Bible College is a ministry of the Faith Mission and exists to train people for a variety of roles in Christian ministry and service.
Christian Literature – FM Bookshops is the literature ministry, which is positioned on the high street of many towns and cities in Northern Ireland and Scotland. It provides a neutral location where people can explore the Christian faith through literature or conversations in a relaxed café environment.
The Finance Operations Lead, working collaboratively with other departments across The Faith Mission, plays a key role in supporting the delivery of the organisation’s vision by ensuring the effective and efficient management of all financial operations and administration.


	Role Overview

	The Finance Operations Lead will implement and strengthen the charity’s financial strategy and management. Working closely with the leadership team, you will ensure excellent stewardship of the charity’s resources and oversee financial operations across multiple entities (Bookshops, College and Mission Field).

Qualifications & Experience:
· Qualified accountant (ACA, ACCA, CIMA, or equivalent). 
· Experience of Sage 50 and Sage 50 payroll software. 
· Strong experience in charity finance, including statutory reporting and fund accounting.
· Excellent computer skills – especially Excel, finance and payroll software.
· Experience of guiding and advising non-finance colleagues/stakeholders. 
· Proven ability to lead small teams and manage multiple income streams.
· Highly organised, efficient, responsible, with good attention to detail. 
· Self-motivated and flexible in approach, genuine dedication and the ability to work on own initiative. 
· Excellent communication and interpersonal skills, with a collaborative leadership style.
· Right to Work in the UK and the ability to work in Faith Mission HQ Edinburgh  
· Experience of working with Christian or other third sector organisations and volunteers. 

Essential Occupational Requirements:
· A committed Christian, actively involved in a local church fellowship and fully supportive of The Faith Mission’s Statement of Faith and the broader work and ministry of The Faith Mission. (This is an occupational requirement under the Equality Act 2010.)
· The Finance Operations Lead will engage effectively with Mission members, staff at all levels of responsibility, and external supporters. He or she will also be expected to contribute positively to the spiritual life, fellowship, and overall vitality of The Faith Mission.
· The Finance Operations Lead will approach this role as a ministry calling—serving faithfully for the advancement of God’s Kingdom through the ongoing work and witness of The Faith Mission.
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Compliance
Monitoring fulfilment by the Mission of all relevant financial regulation in all relevant jurisdictions (currently Scotland, England , Northern Ireland and the Republic of Ireland).

Finance
Primary responsibility for maintenance of all the Mission’s accounting records and oversight of its bank accounts - including monitoring of accounting which is delegated to district personnel.
Administration
Acting as the main contact for the Mission’s financial administration including interaction with the Mission’s bankers, management accountants, auditors and HMRC.


	Detailed Roles and Responsibilities 

	
This role is both strategic and hands-on, managing a small team comprising a Finance Manager and a Finance Assistant.

Key Responsibilities

· Producing management and consolidated accounts and prepare high-quality financial reports for the Board of Trustees and Councils as required.
· Preparing year-end accounts for The Faith Mission under Charity SORP, acting as the primary liaison with external auditors and ensuring all audit and governance requirements are met to a high standard. 
· Managing other financial aspects of the central administration of the Faith Mission, e.g. cash functions, Gift Aid administration and VAT recovery.
· Completion of HMRC, VAT, surveys and other statutory returns.
· Maintaining the integrity of the accounting systems and ensuring that they are timeously updated for all transactions. 
· Oversight of all bank accounts in each Mission area and acting as the main contact for the Mission bankers. Deal with bank mandates and correspondence.
· Manage supplier payments, cash flow across all areas of the Mission, working capital, and capital expenditure effectively.
· Monitor and report on cash flow and working capital to support operational and financial decision-making.
· Lead the development, implementation and oversight of robust financial controls, ensuring compliance with all statutory requirements.
· Oversee budgeting processes and provide financial guidance to department heads and Trustees.
· Support decision-making for major projects, particularly within bookshops, college and mission field.
· Managing and developing all the members of the finance team. 
· Oversight of student finance and liaison with Faith Mission Bible College. 
· Liaising with, and providing guidance to, Mission members, College and Bookshops staff and Trustees.
· Develop and implement systems to strengthen financial processes and transparency.
· Contribute to strategic discussions as part of the leadership team, aligning financial management with our faith-driven mission.
· Keeping abreast of developments in Charity Regulation and in Charity Accounting and advising the Board of Trustees in these areas. 
· Assisting the General Director in other tasks and projects as needed. 

The current job description is not exhaustive, further details and specifics of tasks and duties will be agreed with the General Director as his/her line manager. 
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Employee Specification

	Specification
	Essential
	Desirable
	How Tested

	Education & Qualifications

	Degree in Finance, Accounting, or Management, or equivalent qualification
	
	ü
	Application Form

	Qualified Accountant (ACA, ACCA, CIMA, or equivalent professional designation).
	ü
	
	Application Form

	Relevant professional certification or training in the use of Sage 50 and Sage 50 Payroll and Advanced Microsoft Excel software.
	ü
	
	Application Form

	Experience

	At least three years’ experience in a senior role within a relevant field for this role
	ü
	
	Application Form, Interview

	Proven experience of staff management at a senior level, including supervision and performance oversight
	ü
	
	Application Form, Interview

	Extensive knowledge and experience of the charity sector, including operational and governance understanding
	ü
	
	Application Form, Interview

	Sound understanding of charity finances, including budgeting, reporting, and compliance
	ü
	
	Application Form, Interview

	Good understanding of risk management principles and identification of key organisational risks.
	ü
	
	Application Form, Interview

	Strong administrative skills with a high level of attention to detail and organisational efficiency.
	ü
	
	Application Form, Interview

	Working knowledge of Data Protection and GDPR requirements.
	ü
	
	Application Form, Interview

	Experience using SAGE for Charities accounting software
	
	ü
	

	Experience with comparable charity accounting packages.
	
	ü
	

	Personal Skills

	Ability to operate effectively in a demanding, fast paced, team environment, paying attention to detail
	ü
	
	Application Form, Interview

	Self-motivated with the ability to work independently and take initiative
	ü
	
	Application Form, Interview

	Strong interpersonal and people skills, with the ability to build positive and productive relationships
	ü
	
	Application Form, Interview

	Excellent organisational and time management skills, with the ability to prioritise effectively and meet deadlines
	ü
	
	Application Form, Interview

	Outstanding communication skills, both written and verbal, with the ability to engage confidently with a range of stakeholders
	ü
	 
	Application Form, Interview

	Collaborative team player with a flexible and adaptable approach to work patterns and changing priorities
	ü
	
	Application Form, Interview

	High level of computer literacy, confident in using a range of digital tools and software.
	ü
	
	Application Form, Interview

	Strong work ethic and a well-developed sense of responsibility and accountability.
	ü
	
	Application Form, Interview

	Occupational Requirements

	Committed Christian - in accordance with the Occupational Requirement under the Equality Act 2010.
	ü
	
	Application form and Interview

	Fully sympathetic to The Faith Mission’s Statement of Faith and supportive of its vision, values, and wider ministry.
	ü
	
	Application form and Interview

	Approaches the role as a ministry calling, demonstrating genuine commitment to the spiritual purpose and ethos of The Faith Mission.
	ü
	
	Application form and Interview
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