	Job Description

	Job title:
	Finance Assistant (21.6 hours)
	Responsible to:
	Head of Finance

	Full Time Salary

	28 – 35k pro rata depending on qualifications and level of experience
	Location:
	Remote Hybrid working. 




	Overview of the role

	
This role will be part of Sefton Metropolitan Borough Council’s (SMBC) successful Housing Company, Sandway Homes Limited which is delivering a delivery programme of new build homes across Sefton. The role is responsible for providing independent finance support, advice, challenge, and assist with the strategic financial planning and forecasting to Sandway as we continue to deliver our programme of growth in the coming years. 

The postholder will be the lead day to day point of contact for all finance matters and will need to work closely with the head of finance to ensure a robust finance function. 

In addition, you will be responsible for assisting in the compilation of all statutory accounts to Companies House and will be expected to maintain working practices to bring about efficiencies within the business relating to the financial management processes. 


	Main responsibilities and accountabilities

	
Accounts Payable / Receivable and Reporting
 

· Provide relevant and timely financial advice and guidance to Sandway’s Board and Senior Team members and budget holders.

· Monitor the company cashflow and record any bank receipts accordingly.

· Work closely with the sales team to ensure the receipt of deposits and completion funds

· Liaise with the senior management team to ensure all purchase orders are raised and matched correctly

· Monthly bank reconciliations

· Assist in the monthly VAT return, ensuring all invoices are compliant with VAT current regulations

· Assist in providing clear financial and management accounting reports in accordance with corporate and statutory requirements including all capital budget monitoring and statutory accounts preparation.

· Provide independent challenge to financial and cash forecasts produced by Sandway’s Consultancy Team and work collaboratively with stakeholders to drive forward improvements in these areas.

· Provide robust management information that informs project business cases and approvals. 

Forecasting and Investment: 

· Cash flow management ensuring contractor/supplier payment schedules are paid in line with payment schedules
 
· Assist in the production of group forecasts, including sensitivity analysis/stress testing.

· Assist in the production of monthly and quarterly reports providing variance analysis on actual expenditure v’s forecast expenditure.

  
Accountancy and Financial Reporting: 
  
· Assist the production of board reports and other financial information presented to the Board.

· Assist the production of monthly management accounts and investment updates for the Shareholder incorporating management information/KPIs.

· Any other ad hoc finance requests



	Key Skills and Knowledge

	
· Strong financial background, possibly bookkeeping / AAT qualified.
· Experience of finance in residential development / housing field.
· Strong track record of provision of accounts payable processes
· Experience of providing financial advice and challenge for land and across transactional finance.


	Key Competencies

	· Strategic thinker - looks for patterns and relationships across differing and varied sources.

· Considers and understands own role and contribution in delivering homes and
              the bigger picture.

· Communication skills - communicates with others clearly, concisely, confidently, with consideration
               and respect in a way that engages the audience and achieves the desired result.

· Creative thinker - generates new ideas and solutions in order to improve performance and delivery

· Analysis and planning - thinks logically and analytically to get to the core of problems.
               
· Risk management- has the ability to identify risks within the function and support risk management activities across the Sandway business.



	Key contacts

	
· Establish strong and independent relationships with the Sandway Team, Shareholder and other Stakeholders, providing a balance of challenge and added value, insightful financial analysis, and recommendations.

· Establish strong working relationships with the Head of Finance / Head of Sales & Marketing, supporting the day-to-day finance of the business. Maintaining robust processes 

· The post is responsible for actively promoting and representing Sandway Homes Limited to a broad range of stakeholders. Key contacts in the post are detailed below.

	Key internal contacts are:
· Board of Directors
· Shareholder Representative
· Sandway Homes Management Team
· Other staff, as and when they join the Sandway team
· Interns and/or apprentices

	Key external contacts are:
· Shareholder’s Sponsors
· Various teams from across Sefton Council, including but not limited to Planning, Property, Housing, Communications, Highways, Green Sefton 
· Employer’s Agent
· Building Contractor
· Sales Agent
· Planning agent
· Solicitors
· External bodies, e.g. Homes England, NHBC.


	This job description is a representative document. Other similar duties may be allocated from time to time commensurate with the general character of the post and its grading.
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	Person Specification:  FINANCIAL CONTROLLER SANDWAY HOMES



	Personal Attributes Required
	Essential (E) or Desirable (D)
	Method of Assessment

	Qualifications
	
	Application / Interview

	Strong financial background with experience in bookkeeping

Appropriate Qualification or equivalent experience/skills, such as membership of the AAT

	E

D
	A/I/C

A/I/C

	Experience (All appropriate to the level of the post)	
	
	

	A proven track record or ability of working effectively and in co-operation and partnership with a wide range of service partners and stakeholders.

	E
	A/I

	Knowledge of monitoring financial proposals, including deposits / completion funds

	D
	A/I

	A proven track record of successful finance support within a small team

	E
	A/I

	Evidence of advising and supporting financial and resource management, including project management, resolving conflicting priorities.

	E
	A/I

	Applying effective monitoring and control procedures. 

	E
	A/I

	Experience of identifying value for money service outcomes.

	E
	A/I

	Experience of being finance main point of contact
	E
	A/I

	Personal Attributes Required
	Essential (E) or
Desirable (D)
	Method of Assessment

	Ability, Skills & Knowledge
	
	

	The ability to provide effective financial support in the overall running of Sandway finance function. 

	E
	A/I

	Knowledge / understanding of grant funding including CA / HE systems.

	D
	A/I

	Effective communication and interpersonal skills and the ability to adapt personal style to meet the needs of the audience.  
	
	E
	A/I

	Ability to explain financial processes and ensure policies are followed

	E
	A/I

	Ability to adopt a creative approach to problem solving and service delivery in challenging circumstances and with competing priorities. 

	E
	A/I

	Ability to work in partnership at all levels, including negotiating, communicating and joint working with internal/external organisations to achieve outcomes. 

	E
	A/I

	Ability to operate effectively with a high volume and at times, sensitive workload. 
	E
	A/I
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