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Job Description 

Job Title : 

Financial Controller
Department: 
Finance
Location: 

Shottesbrooke Offices

Essential Function – Job Summary

This role is responsible for the day-to-day management of the finance department and responsibility for producing all external financial reporting. The role combines leadership of a team along with significant personal contribution.

Duties and responsibilities: 
1. The supervision of the finance team to ensure that 

· day-to-day accounting functions are performed as necessary, all deadlines are met and financial controls are operated. This includes overseeing and authorising transactions for the various purchase and nominal ledgers, payrolls, income and reconciliations.

· financial information is both accurate and prepared on a timely basis.

· ad hoc financial, tax and VAT issues are resolved including one-off fore and unusual movements, presentations and reports.

2. The preparation of monthly;

· management accounts, cash forecasts and any external reporting requirements such as ONS surveys. 
3. Preparation of all year-end statutory accounts for the Charity and subsidiaries, leading the audit process and maintain the relationship with the auditors, including any associated company filings required throughout the year. Attendance at Audit committee to present statutory accounts. 
4. The review of monthly:
· project reports including funding and costs.
· Payrolls

5. The preparation of further quarterly reporting including Italian management accounts and internal regional reporting as well as quarterly reforecasting and reporting to the board of Trustees. 
6. Lead the preparation of the annual budget for Landmark and Lundy with the support of the Head of Corporate Services.

7. Account manage the financial system (NetSuite), liaising with the suppliers, managing training and liaising with the IT Manager in relation to any integration with other software used by Landmark including SalesForce. Oversee any system developments for payroll (iTrent) and the finance systems including the implementation or configuration of further functionality.

8. Preparation and filing of quarterly VAT returns and ensuring HMRC regulatory compliance across the entire organisation. Preparation of annual VAT reconciliation
9. Assist the Head of Corporate Services in the renewal and management of the Trust’s insurance affairs, liaising with Landmark’s insurance broker and administering the insurance policies and the annual renewal cost-effectively.
10. Manage the Landmark Trust’s company car provision and any review.
11. Other duties as are required to ensure the smooth running of the finance department and the preparation of accurate and timely information.

Reporting to: 

Head of Corporate Services
Directly Supervises:

Accountant
Assistant Accountant
Works Closely with: 

Head of Corporate Services



All internal departments
External Relationships: 
Insurance Brokers



Banking Providers



Netsuite



Auditors

Key Accountabilities
· Management and Leadership of Finance team 

· Timely and accurate production of monthly and quarterly management accounts

· Produce and distribute accurate and timely financial information to support the Head of Corporate Services and other departments as required
· Ensure that all HMRC requirements are adhered to including quarterly VAT returns

· Work closely with our banking providers to ensure that our banking arrangements are both secure and in line with our mandate and Scheme of delegation

Skills

· Excellent team leadership and direction towards achieving time oriented goals

· Thorough knowledge of accounting principles and FRS102

· High attention to detail and ability to produce accurate and reliable financial data

· Ability grasp and communicate complex financial data to non-finance professionals

· Strong technical abilities, in particular with regard to VAT

· Excellent IT skills both in utilising and developing financial systems
PERSON SPECIFICATION
Education and Qualifications

Qualified accountant 
Minimum work Experience

Minimum of 5 years experience working in an accountancy role 

Minimum of 3 years post qualification

Personal Specification

	Requirement
	Essential 
	Desirable

	Education, Training and Qualifications 
	Qualified Accountant
	

	Skills and Knowledge
	Knowledge of FRS102, Excellent grasp of standard VAT rules and reporting
	Knowledge of SORP
Knowledge of VAT as applicable to charities, and VAT rules with regard to Land and Buildings

Knowledge of GIFT Aid rules and requirements

	Experience 
	Working at a senior level and managing teams . 
Production of statutory accounts, management accounts and annual budgets.

Experience of reviewing and maintain internal financial controls


	Experience of Charity accounting and production of accounts under SORP. 
Experience of working with HMRC on complex tax/VAT issues

	Personal attributes
	Integrity and diligence

Self-motivated and highly organised. 
	

	Skills and abilities 
	High attention to detail
Excellent problem solver

	

	Other requirements 
	Office based – requires travel by car. 
	

	
	
	


TERMS OF EMPLOYMENT
Contract Duration

This is a full-time permanent contract.

Location

This position will be based at Shottesbrooke and may partake in our hybrid working pattern.

Salary

In the range of £50,000 - £53,000 per annum depending on skills and competencies, paid monthly in arrears.

Working Hours

35 hours a week.

Holidays

The holiday entitlement is 25 days per annum plus.statutory holidays, increasing to 30 days after 10 years’ service.  

Sick Pay

During the the probationary period you will only be paid your Statutory Sick Pay entitlement. After this period, you will receive full basic pay during any sickness absence up to 20 days in any 12 month period. The Statutory Sick Pay will be included in this sick pay. Where absence exceeds seven consecutive calendar days and in certain other circumstances, a doctor’s 

certificate will be required.

Pension Scheme
You will be automatically enrolled in Landmark’s pension scheme.

Medical Health

Private health insurance, currently with BUPA, will be provided when you have been with Landmark for a year.  Landmark’s contribution will be pro-rated for part-time employees.

Notice

The appointment is subject to satisfactory completion of an initial 6 month 

probationary period, though this may be extended if more time is needed to assess 

suitability for employment. During this period the post will be subject to one week’s notice on either side.  A minimum of one month’s notice in writing on either side applies after the end of the probationary period. 

Health & Safety

All staff are expected to observe all health and safety at work regulations as set out by 

Landmark in accordance with statutory requirements.

Contract

The successful applicant will be required to sign Landmark’s Contract of Employment.

The purpose of this information is solely to help prospective employees to understand 

the details of Landmark’s Conditions of Employment.  It is not an offer of employment 

and does not form part of the Contract of Employment or the Job Description.
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