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Finance Manager Job Description

Title of post: 				Finance Manager 

FT or % P/T: 			Full time permanent contract 
[bookmark: _GoBack](would consider part-time 0.8 FTE for the right person)

Principle location of work: 	Low Carbon Hub office, Wood Centre for Innovation, OX3 8SB

Immediate line manager: 		Chief Operating Officer

Staff managed: 			Assistant Finance Manager, Finance Assistant


Benefits: 		
		
Salary 		up to £45,000 plus 3% (changing to 4% in 2020-21) employers pension contribution

Hours:	36 hour week, family-friendly flexible working with occasional home working 
	
Holiday entitlement: 		25 days plus bank holidays


About Low Carbon Hub

The Low Carbon Hub is a social enterprise that’s out to prove we can meet our energy needs in a way that’s good for people and good for the planet. The days of fossil fuels are numbered, and the shift to renewable generation is gaining pace giving us the opportunity to reshape the way we manage our energy.

The Low Carbon Hub develops community-owned renewable energy in Oxfordshire and re-invests 100% of our own surplus in our mission to create a zero-carbon energy system we can all feel good about. 

The Low Carbon Hub is now embarking upon a new phase of its journey, working with several partners, small and large, including academia, local authorities, central government and commercial businesses, to demonstrate in practice how to make that goal a reality.

We are a small team of committed individuals and are looking for individuals who want to use their skills to explore and develop new ways of doing things, who are proactive and driven to achieve change and whose motivation is the overall wellbeing of our communities and our planet. You can read more about us on our website: www.lowcarbonhub.org



Overall purpose of the job

An opportunity has arisen to join The Low Carbon Hub during a period of exceptional growth.  We are looking to recruit an experienced Financial Manager to work closely with the COO to ensure robust financial systems within the Low Carbon Hub Group of companies as we scale-up.  You will be responsible for managing the Finance function, developing, implementing and maintaining an appropriate internal control framework. You will have the autonomy to improve and streamline processes and policies.  

We are looking for someone shares our values and get’s our mission; someone who thrives in a fast-paced environment of continuous change. The Low Carbon Hub is small social enterprise that ‘punches above it’s weight’ and we need a Finance Manager who can help us strike the balance between keeping us safe and ensuring we maintain our agility in a competitive innovation space.

Key Responsibilities/Objectives:
· Oversee the day to day running of the finance function and the work of the Finance Team, ensuring that effective financial controls are exercised, that deadlines are met and that the team is able to add value to the organisation
· Responsible for securing all revenues owed, including:
· Managing the Claims process for European and UK Government innovation grants, and related financial supporting evidence processes 
· Ensuring effective processes to enable the timely and accurate production of customer energy bills, and collection of amounts owed by customers in accordance with agreed terms
· Cash flow management
· Support the Management Team in securing new debt finance and manage the on-going relationships with debt providers. 
· Oversee the annual payment to shareholders
· Work with the COO to ensure the effective management of Community Energy Fund 
· Ensure timely and accurate production of monthly financial reports across the P&L, Balance Sheet and Cashflow, 
· Manage the intercompany financial movements, including effective processes for demonstrating community benefit spend
· Develop and deliver performance information to assist the leadership team in the running of the business
· Assist the COO in the business planning and budgeting/forecasting processes
· Oversee the companies’ taxes, including VAT and PAYE and optimise the Group corporation tax position
· Ensure compliance with statutory and regulatory reporting requirements and deadlines
· Manage the year end audit liaising and engaging with external auditors
· Prepare company statutory accounts, including consolidated group accounts.
· Work with the COO and Audit Committee to provide satisfactory procedures, measures and systems of internal control, appropriate for the nature and size of the business and meeting statutory obligations
· Identify and implement efficiency improvements through system changes or staff development.
The Successful Applicant
· Qualified (CIMA, ACCA or ACA ) or QBE for the right candidate
· Thrives in an SME or start-up environment and can work at speed in a constantly changing environment
· Excited by the opportunity to do more than “just” Finance and recognises the need to understand the breadth of the activities undertaken within the organisation as well as delve into the financial detail where necessary
· Customer service focussed
· An experienced people manager and a team player
· Hands-on and self sufficient
· High attention to detail with a process and control driven mindset
· High proficiency in Excel (pivot tables, VLOOKUPs etc)
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