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JOB DESCRIPTION

1.	JOB DETAILS		

	Job Title:		Senior Finance Business Partner

	Location:  		Hybrid/Any Cairn office base

	Team/Directorate: 	Finance & IT					

	Reporting to:		Senior Finance Manager


2.	JOB PURPOSE

Responsible for maintaining financial and accounting records in order to meet legislative requirements and producing timely and accurate reports for budget holders, Executive Team and Board.


3.	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES

· Management and production of the quarterly management accounts process.
· Preparation of lender covenant calculations and reporting to lenders to satisfy the requirements of loan agreements.
· Main liaison for external auditors and lead in the production of the annual statutory accounts.
· Manage and maintain monthly ledger control reconciliations.
· Deliver quarterly VAT returns in line with current HMRC guidelines.
· Provision of advice and support to budget holders on budget management.
· Improve efficiencies in finance processes across the organisation.
· Management, development and motivation of a small team in line with departmental goals.
· Lead in the production of benchmarking data on financial performance.	



	

3.1       Key Contacts – Internal & External

· External Auditors
· Internal Auditors
· Lenders
· Budget holders
· Tenants
· HMRC
· Internal colleagues at all levels throughout the group

3.2	Health & Safety
· Ensure that Health and Safety guidelines and fire regulations are strictly adhered to
· Comply with safe working practices as defined by Cairn Housing Group
· Complete online training as and when required 
· Take reasonable care for your own health and safety and that of others who may be affected by acts or omissions at work
· Report any accidents, incidents or near misses as soon as reasonably practicable.
3.3	 General
· Be aware of and adhere to Cairn Housing Group policies at all times
· Take part in progress/performance reviews throughout the year
· Cooperate with other Cairn Housing Group departments
· Attend training courses and complete online training modules as required to meet the requirements of the post
· Take responsibility for own personal development, seeking out opportunities to learn new skills
· Undertake any other duties as requested by management which are reasonably deemed to be within the scope of the role
3.4	Other
· Apply the Cairn Housing Group values and behaviours to every aspect of the role at all times
· Promote and maintain the brand standards of Cairn Housing Group











MANAGEMENT ACCOUNTANT

Person Specification

	
CRITERIA

	
ESSENTIAL
	
DESIRABLE

	Qualifications and specific training
	Professional accounting qualification or working towards a professional accounting qualification
	

	Experience
	Demonstrate effectiveness of financial control and management accounts reporting.

Developing and managing staff performance.

Building relationships across departments and sites to improve communication and understanding.
	

	Knowledge
	The role of the Management Accountant involves analytical thinking and problem solving on a daily basis.  

Competent in the use of financial accounting systems and Microsoft Office, especially Excel.
	

	Skills
	Excellent people manager with highly developed interpersonal and communication skills, both written and verbal.

Meticulous approach to planning and organisation of tasks with ability to meet strict deadlines.

Ability to create and manipulate complex spreadsheets.

Strong attention to detail.

Self-motivated, flexible and ability to set and adopt given targets, monitor own performance against targets and apply continuous improvement practices.

Positive and inventive attitude to problem solving.
	Experience of the housing sector.

Familiarity with specific housing management information systems.

	Personal attributes




	Analytical reasoning. 

Appropriately delegates tasks and refers problems or activities to others for swift and effective action.

Ability to inspire and develop others.
 
Empathetic.

Innovative. 

Can demonstrate compliance with policies.

Maintains and promotes Cairn’s values. 

Proficient in both written and verbal communication.
	

	Additional requirements

	May be required to undertake occasional travel to other offices or venues.
	



Job Description and Person Specification Agreement:
The above job description is not exhaustive but an indication of the duties the post holder may undertake and will be subject to review.


Post Holders Signature:					Date:


Managers Signature:						Date:
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