NAT
Job Description

Job Title:

Director of Finance & Resources
Reports to:

Chief Executive
Responsible for:
Finance Manager, Trading Manager, IT Officer, Office Administrator.

A
Purpose

 To manage and develop NAT’s IT and database functions.

 To manage and develop NAT’s finance function.

 To ensure the effective running of NAT’s office and premises.

 To provide leadership, planning and day-to-day support to NAT’s trading company and ensure that effective governance processes are in place.
 To support the Chief Executive in the development and implementation of NAT’s HR policies and procedures.

 To participate in the strategic and operational management of NAT as a member of the Senior Management Team (SMT) and by deputising for the Chief Executive, when requested.

B
Main Duties and Responsibilities
1.
IT and Database Management

· To develop the organisation’s IT strategy in consultation with the IT Officer and SMT.
· To ensure effective IT systems, processes and support to enable NAT staff and volunteers to carry out their duties effectively on a day-to-day basis and support NAT's external communications strategy.
· To provide overall management of the organisation’s central database - ensuring both effective day-to-day maintenance and strategic development.
 To ensure that IT systems are secure and processes are in place to safeguard NAT’s information and data.
 To ensure all staff receive basic IT training and that NAT complies with the Data Protection Act.
· To develop the IT capacity and skill-level of the NAT staff team.

· To ensure the website acts as an effective external interface.

2.
Financial Management and Fundraising
 To prepare the organisation’s annual budget in conjunction with the Finance Manager and SMT and ensure that systems are in place to monitor and report on variations against budgets.

 To oversee preparation of the monthly management accounts and cashflow for the charity and trading company and ensure that budget-holders receive regular financial information. 

 To maintain and develop the organisation’s internal financial controls in line with best practice.

 To review and approve all external contracts and negotiate with external suppliers where appropriate to ensure cost effectiveness in all areas of purchasing.
 To ensure that all external consultants are issued with appropriate contracts, that records are kept of these and that all financial commitments are accounted for within agreed budgets.

 In conjunction with the Finance Manager and external auditors, to prepare accurate draft annual accounts, in line with the Charities SORP, and liaise with the charity's auditors.

 In conjunction with the Finance Manager, to contribute to funding applications to ensure that all costs are appropriately reflected and provide financial information to funders as required.

 To contribute to NAT’s fundraising strategy and annual plans.

 To produce regular income projections and regularly review performance against plan.
3.
Premises and Central Admin Services

 To oversee all premises-management issues.
 To ensure the efficient utilisation of space and ensure that staff have appropriate resources and support to deliver their work efficiently.

 To manage the office environment to ensure that staff and visitors work in a safe, professional and welcoming environment and, where appropriate, make recommendations to individuals and SMT on how to maximise efficiency and security in the office.

 To monitor the performance of contractors and suppliers to ensure quality of work and cost effectiveness.

4.
Trading Company 

· To act as a Director and Secretary of the trading company.

· To support, and ensure implementation of, the agreed strategy and annual plan for the trading company.

· To set the annual budget for the trading company for approval by the Board.

· To report regularly to the Finance & General Purposes Committee (F&GP) on the   performance of the trading company.

5. 
HR Procedures and Administration

 In conjunction with the Chief Executive, to develop and implement new HR policies and procedures with input from SMT, the staff team and the Board of Trustees as appropriate.

 To ensure the maintenance and development of the NAT Staff Handbook - monitoring and reviewing the policies and making recommendations for change.

 To oversee all HR and Equality and Diversity monitoring and produce quarterly HR monitoring reports for SMT and F&GP.

 To oversee the co-ordination and management of all NAT volunteers.

6.
Organisational Management 

 To manage all direct reports in line with NAT’s HR policies and procedures and ensure that all members of the team have clear objectives, regular support and supervision, annual appraisal and regularly reviewed personal development plans (PDPs).

 To lead the team planning processes.

 To play a pivotal role in organisational planning processes.

 To report to the Board of Trustees and any sub committees of the Board regarding financial matters and any other areas covered by this post.

 To convene and chair Admin Team meetings on a regular basis.

 To contribute to the assessment of organisational risk and the development of an annual risk management plan.

 To participate in the overall management of the organisation as a member of the SMT.

 To deputise for the Chief Executive, as requested.

7.
Other

· To collaborate with other NAT staff as appropriate.

· To ensure relevant feedback to other NAT staff.

· To attend NAT meetings as required.

· To establish and agree personal objectives for the year with your line manager and monitor these through supervision.

 To carry out other duties relevant to the post as requested by the Chief Executive.

 To undertake all responsibilities with due regard to NAT’s equality and diversity policies at all times.
 To induct new colleagues in internal systems.
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