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Job Description and Person Specification
Job Title: Finance Manager
Location: Head Office, Benwell, Newcastle upon Tyne (Hybrid working considered) 
Salary:  circa £32,047 pa pro-rata and dependent on experience and qualifications
[bookmark: _Int_JooCB7Rv][bookmark: _Int_kOGxrOZO]Contract: Part-time, permanent position. Probationary period 6-months.  Salary paid monthly. Employment is on the condition of a satisfactory Enhanced DBS Check (organised by us) and employment references.
[bookmark: _Int_uA2RlpDU]Hours: 16 hours per week – Monday to Friday.  The role can involve occasional working on weekends and evenings.  Flexible working arrangements can be considered on request.
[bookmark: _Hlk110162060]Responsible to: Chief Executive
Annual Leave: 25 days holiday, pro-rata, 1st April to 31st March, plus statutory and public holidays. Normal basic remuneration for all days taken as holidays.
Pension: The Charity provides access to a pension through the NEST scheme and will contribute up to 3% to the scheme subject to a minimum contribution of 5% from you.
About Newcastle Foodbank:  Newcastle Foodbank is an established Charity at the forefront of tackling food insecurity and poverty in Newcastle’s city region. Our Charity is more than a food bank.  We offer people food assistance and bespoke welfare guidance tailored to each person’s needs with a focus on alleviating the causes of financial hardship.    
The Charity operates several Foodbank Hubs across the city that offer people access to food assistance and welfare guidance in friendly and welcoming community spaces.  Newcastle Foodbank, in partnership with other organisations, delivers wraparound services to help people tackle the challenges faced by low-income households to afford daily living essentials. Our goal is to support people so they no longer need to use a foodbank, have sufficient money to afford household essentials and can lead a healthy and fulfilled life.
[bookmark: _Int_EdE3WdkG][bookmark: _Int_rHx4qJa8][bookmark: _Int_1FepstbG]The Job Role:  The Finance Manager will be responsible for the day to day implementation of  Newcastle Foodbank’s financial and management accounting practices, ensuring that financial systems, controls and reporting are accurate, accountable, compliant and aligned with the Charity’s strategic objectives. 
Reporting to the Chief Executive and Treasurer, the Finance Manager will be principally responsible for the maintenance of the Charity’s online accounting software and for the provision to external accountants of the data and information necessary for the preparation of periodic management accounts.
The Finance Manager will be responsible for the preparation of draft Annual Budgets under the direction of the Chief Executive and Treasurer and for the monitoring of actual performance against those Budgets.
The Finance Manager will be responsible for drafting financial reports for the Chief Executive and Treasurer for them to present to the Trustees.
The Finance manager will be responsible for the maintenance of the Charity’s bank accounts and for the processing of transactions.
[bookmark: _Int_JOSitzeF]The Finance Manager will act as a key contact for external bodies including external accountants, auditors, banks, insurers, HMRC, the Charity Commission and pension providers..
The ideal candidate will bring strong Charity finance experience, knowledge of Charity SORP and regulatory compliance, sound budgeting and financial planning skills, strong IT and Excel capability, attention to detail, and a commitment to Newcastle Foodbank’s mission.
[bookmark: _Int_GI49SNTY]The postholder is expected to attend staff meetings, Finance Committee and Trustee meetings and other ad-hoc meetings when required or at the direction of the Chief Executive or Treasurer. 

[bookmark: _Hlk68069429]Key Responsibilities
· The maintenance of the Charity’s online accounting software 
· Provision to external accountants of the data and information necessary for the preparation of periodic management accounts
· Provision of accurate reports to Board and senior managers
· The management of Charity bank accounts and transactions.
· Payroll and Pensions overview and control
· Budget Process Management
· Statutory Reporting and Charity compliance
· Account Management – Key Suppliers/Contractors
· Financial Risk Management including the preparation of cash flow forecasts
· Insurance renewals
· Governance support to Finance Committee and Trustees
· Supporting the Chief Executive with financial matters, as required
· Keeping abreast of changes in Charity sector accounting

Core External Relationships
· Accountants responsible for preparation of Management Accounts
· All Banks
· Payroll Provider
· NEST Pensions
· Charity Auditors
· HMRC
· Charity Commission
· IT Contractor 
· Insurers




Person Specification
The post holder will be:
· Committed to Newcastle Foodbank’s vision, mission and values and collaboration-focused method of work
· Committed to reflection and learning, including sharing failures and uncertainties; openly taking feedback from the team and members of the community on his/her behaviour and work
· Willing to bring ideas for improvements
· Open and honest in all communications where relevant and appropriate.
· Aware of his/her own needs: the Charity sector can be challenging.
· Resilient when working under pressure
· Willing to both give and take constructive feedback
· Motivated to alleviate poverty in Newcastle upon Tyne
Essential skills
· Minimum part qualified accountant or qualified by experience with strong financial management experience, with an ability to understand the practical impact of finance decisions and processes across the whole Charity
· Ability to work with the other managers to lead the formulation of long-term financial plans and strategies which will influence the long-term direction of the Charity
· Experience in budgeting and financial planning
· Experience in management accounting
· Ability to receive, process and provide complex or sensitive financial information including the ability to analyse and clearly communicate financial information to non-accountants 
· Strong IT skills including the Microsoft Office suite, in particular Excel, and experience of using databases
· Solid organisational skills including consistency, accuracy, and an eye for detail
· Experience of line management and supporting and developing staff
· Knowledge and understanding of Equity, Diversity & Inclusion practices
Desirable 
· Specialist knowledge of Charities required, including Charity SORP guidance and procedures, underpinned by strong theoretical knowledge and practical experience  
· [bookmark: _Int_w3QiG4HQ]Experience using Xero accounting software or transferrable knowledge of similar online accounting packages
[bookmark: _Int_oOdmTGop]NOTE: The above duties are not an exhaustive list and in consultation with the appointee, variations to the role may be made to reflect or anticipate changes in or to the job role.
As with all management positions, there are also specific responsibilities and delegated powers in relation to leadership, financial and operational matters, regulatory compliance and information security.  These are not all listed here and will change over time as the organisation continues to grow and develop.  



Join Us
Newcastle Foodbank is committed to the promotion of social justice and the belief that everyone has the right to food for themselves and their families.  We are here to serve people living in hardship and offer them support and choices in their time of need.  
Our Charity works with thousands of people living in communities located throughout the city to promote food security and provide welfare guidance.  If you feel your expertise will contribute to our objectives, we would like to hear from you.  
How to Apply

[bookmark: _Hlk194595587][bookmark: _Int_zReivRru]Thank you for your interest in this role to help us alleviate poverty and promote food security to end the need for foodbanks and the ambition to make a positive difference to people’s lives. 

[bookmark: _Int_OeUUxHCS]Please complete and send the application  Finance Manager NFB Application Form.docx and EDI Form EDI Monitoring Form.docx to john@newcastlefoodbank.org  before 5pm on 8th September 2026. You will then be contacted within five working days if invited for interview which will take place on 24th September 2026.  We look forward to receiving your application. 

Please contact John McCorry if you have any questions relating to this post.
Newcastle Foodbank is committed to providing reasonable adjustments throughout the recruitment process and employment. If you require any adjustments to be made to enable you to apply or attend an interview, please contact john@newcastlefoodbank.org    
We welcome applications from all backgrounds, and our Charity is a Real Living Wage employer and a Foodbank of Sanctuary.
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