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Croydon BME Forum
56a Mitcham Road,
Croydon
CR0 3RG




Dear Candidate, 

Re: Application for the post of Finance and Business Manager 

Thank you for your interest in the above position.  

Please find enclosed an application form, which should be completed and returned by email recruitment@bmeforum.org no later than 5:00 pm on Friday, 5th June 2026.

If you have any questions about the post, please contact us at recruitment@bmeforum.org

We look forward to receiving your completed application form.


Yours sincerely

Croydon BME Forum 









	Finance and Business Manager
Application Information


Closing Date
The closing date for the return of completed applications is Friday 5th June 2026. 
Your application should be returned by email to: recruitment@bmeforum.org 
Return of Application

If you would like to be considered for these posts, please apply by sending the following: 
· Completed Application Form 

To avoid any delay in your application being processed, please ensure you have signed the Application Form (Section G: Declaration).  If you are not able to sign the form electronically, we will accept your email as provisional signature, but we will require you to sign the form when you attend the interview and provide proof of your signature.  

Acknowledgement of Applications

We will acknowledge receipt of your application. Following this, if you do not hear from us within 2 weeks after the closing date, please assume you have not been successful.  

Interview Details

Interviews for this post will be held during the week commencing Monday, 15th June 2026.

Please note there will be two parts to the interview process:

1. A Presentation: we would like you to complete a 10-minute PowerPoint presentation at the start of the interview. The subject for the presentation will be given to you if you are invited to interview.  

2. Face-to-face interview: with a panel comprising three people: The Chief Executive, Chair and Trustee of Croydon BME Forum.  We expect this part of the interview to last for 45 minutes.
 
The interviews will be held at 56a Mitcham Road, Croydon CR0 3RG 
Interview Documentation

Candidates invited to interview will be required to provide proof of eligibility for employment (for example a document which confirms your NI number).
COMPLETION OF YOUR APPLICATION FORM

Please clearly state where you saw the post advertised.

Applicant Details

Insert all the relevant information including any contact details.






Qualifications and Training

Include all of your qualifications, training and memberships of any professional or trade body in this section.

Employment History

Please include details of your current / most recent employment, plus full previous employment history. Please account for any gaps in your employment history.

Absence from Work

Include all absences from work due to sickness in this section.

Experience and Skills

Take each of the requirements on the person specification and, in the order that they are given, describe how you meet the requirement on the basis of your knowledge, experience or skills (and attitudes).  Do not give too much detail but make sure you fully address the requirement. You may wish to draw on experience from paid or voluntary work or personal experience.

The person specification plays an essential part in all stages of the selection process.  It determines whether you will be short-listed for an interview and it acts as the basis for the interview itself.

We will be looking for evidence that you meet requirements for the job. The candidates who meet the essential criteria and have the closest match to the overall requirements will be short-listed for interview.

Criminal Records Bureau & Rehabilitation of Offenders Act 1974

This post may involve direct contact with children and/or vulnerable adults, therefore, you will be required to complete a Criminal Records Bureau disclosure form before we can confirm your employment and start date. For the purposes of this check, you will be required to disclose all convictions including those that may otherwise be considered ‘spent’ under the terms of the Rehabilitation of Offenders Act 1974. Please note that the receipt of a form showing previous convictions/cautions /warnings will not automatically exclude someone from becoming a member of staff at Croydon BME Forum. Previous criminal records will be considered in relation to their relevance to the work applied for, the circumstances of the offence and the length of time elapsed since the offence.










	JOB DESCRIPTION



Job Title:			Finance and Business Manager                           
Location:			56a Mitcham Road, Croydon, CR0 3RG (Office Based) 
Reporting to:			Chief Executive Officer 
Salary: 	£38,000 pro rata 
Hours:	3 Days per week 
Contract length:     		6-12 months (to be agreed)   

About Croydon BME Forum

Croydon BME Forum is the leading Black and Minority Ethnic (BME) community organisation in Croydon, dedicated to representing and empowering diverse ethnic communities. The organisation works to improve health, well-being, and social equity for BME individuals by advocating for their needs, providing essential services, and fostering community cohesion.

With a strong focus on addressing health inequalities, the Forum collaborates with local authorities, healthcare providers, and voluntary sector organisations to ensure culturally appropriate support and interventions for Croydon’s diverse communities.

Job Purpose 

The Finance and Business Manager will play a key leadership role, acting up in the absence of the CEO in ensuring the effective day-to-day running of the organisation. Working closely with the CEO and Management Team, the postholder will oversee operations to ensure efficiency, compliance, and high-quality service delivery.

The role will also support strategic development, governance, and financial processes to enable the organisation to achieve its objectives and sustain growth.


Key Responsibilities 

1. Operational Management

· Oversee the day-to-day operations of the organisation, ensuring efficiency and effectiveness across all functions
· Develop, implement, and continuously improve operational systems, policies, and procedures
· Ensure organisational compliance with legal, regulatory, and governance requirements
· Manage organisational resources, including office systems, equipment, and premises and maintain health and safety 
· Oversee services, negotiate contracts, maintenance, and insurance arrangements
· Contribute to the Development Business plan















2. Leadership & Staff Management

· Provide line management and oversight, including supervision, performance management, and staff development
· Set clear objectives and support staff to achieve their objectives, monitor and maintain high / agreed performance
· Promote a positive organisational culture that supports inclusion, wellbeing, and high morale
· Oversee effective induction processes for staff and volunteers


3. Financial & Audit Support

· Work with the CEO and Finance Team to support budgeting, financial planning, and monitoring
· Support the preparation of financial reports, quarterly statements, and audit documentation
· Oversee the organisation and accuracy of financial records, including grants and contracts
· Support the coordination of annual audits and ensuring all documentation is complete, accurate, and submitted on time
· Ensure funding agreements and financial documentation are properly recorded and accessible
· Assist with grant applications, room bookings and invoicing
· Prepare and submit high-quality funding proposals, coordinating information from teams to meet deadlines
· Submit monthly claims to funders for specific projects
· Work closely with the CEO, finance team, and external auditors to ensure all required paperwork is prepared in advance and assist in the timely submission of documents requested by auditors and finance partners
· Assist in organising financial records, payroll documentation, and supporting evidence required during the audit process, including maintaining records of funding agreements, grant contracts, and financial documentation


4. Governance & Strategic Support

· Support the CEO and Board of Trustees in delivering organisational objectives
· Contribute to strategic planning and organisational development
· Prepare reports and operational updates for Board meetings
· Support the planning and delivery of the Annual General Meeting (AGM) and Annual Report

5. Partnership & Stakeholder Engagement

· Build and maintain effective relationships with local, regional, and national partners
· Collaborate with stakeholders to support project delivery and organisational goals
· Promote the work and impact of the organisation across networks and communities

6. HR & Organisational Development

· Provide oversight of HR systems, policies, and procedures in partnership with external HR advisors and Administrators
· Ensure organisational compliance with employment legislation and HR best practice
· Support organisational development initiatives to improve staff performance and operational efficiency
· Maintain accurate employee records and HR files in line with GDPR and organisational policies




· Support recruitment processes including advertising roles, scheduling interviews, and preparing offer letters
· Coordinate induction processes for new staff and volunteers
· Monitor staff annual leave, sickness and training records, ensuring mandatory training requirements are maintained
· Assist with maintaining and updating HR policies, procedures, and staff handbook
· Support probation reviews and ensure staff documentation is properly recorded
· Ensure confidentiality and proper handling of all employee records and sensitive information

Payroll Administration and Monthly Preparation

· Liaise with managers to gather accurate staff information required for payroll processing, including staff hours, salary adjustments, sickness records, and new starter or leaver details
· Prepare and submit monthly payroll information and supporting documentation to the external payroll provider, ensuring accuracy and timely submission
· Work closely with the external payroll team to ensure payroll information is processed accurately and on time each month
· Maintain clear payroll records and ensure all payroll documentation is stored in line with organisational procedures and GDPR requirements
· Assist with resolving payroll queries from staff where required

General Responsibilities

· Ensure high standards of administration, record-keeping, and confidentiality
· Uphold and promote the organisation’s Equal Opportunities policy
· Undertake training and professional development as required
· Attend Board and other meetings as required and contribute to discussions and reporting




























	PERSON SPECIFICATION



Job Title: Finance and Business Manager    

The requirements listed below indicate the qualities, skills and experience we believe to be necessary for the post holder to perform this role effectively. Some of the requirements are essential and some are desirable.  To be short-listed it is important that the applicant show clearly how they meet the requirements deemed Essential By Giving Specific Examples.

Essential:

· Excellent Business Acumen 
· Essential leadership and management skills 
· Effective communication and IT skills 
· Qualification in Business Management, Operations Management, or equivalent experience
· Proven experience in a management or leadership role, including staff supervision
· Experience of financial management processes, reporting, and audit preparation
· Strong organisational and administrative skills, including developing systems and procedures
· Experience of working with a range of stakeholders and partners
· Ability to prioritise workloads, meet deadlines, and maintain high-quality outputs
· Experience handling confidential and sensitive information appropriately
· Proficient in Microsoft Office and database systems
· Strong written and verbal communication skills
· Demonstrated problem-solving and analytical skills
· Commitment to equality, diversity, and inclusion

Desirable 

· Knowledge of the voluntary and community sector
· Experience working with diverse communities, BME communities or equality-focused organisations
· Experience managing staff and volunteers
· Experience developing partnerships or cross-sector networks

Personal Qualities 

· Good interpersonal skills
· Strong leadership and strategic thinking 
· Organised and methodical with excellent problem-solving skills 
· Professional, approachable, and trustworthy 
· Resilient, adaptable, and proactive 
· Excellent communication skills 
· Committed to equality, diversity, and inclusion









	
		
	
	


	CROYDON BME FORUM 
APPLICATION FORM

Please answer all questions clearly and, if not typed, in black ink as this form will be photocopied.  You are assured that all details on this form will be treated in strictest confidence.  Please do not send CVs.




	Position Applied for:
SECTION A: PERSONAL DETAILS

Title: 
First name:
Surname:
Address:
Postcode:
Telephone:
Email address:



	SECTION B: EMPLOYMENT
Please tell us about your employment history starting with your current or most recent employment


	Name of Employer

	

	Address


	

	Job Title 
	


	Summary of Duties


	

	Period of Employment

	

	Reason for Leaving

	

	Current or most recent pay

	



	Name of Employer

	

	Address


	

	Job Title 

	

	Summary of Duties


	

	Period of Employment

	

	Reason for Leaving

	










	Name of Employer

	

	Address


	

	Job Title 

	

	Summary of Duties


	

	Period of Employment

	

	Reason for Leaving

	



	Name of Employer

	

	Address


	

	Job Title 

	

	Summary of Duties


	

	Period of Employment

	

	Reason for Leaving

	



Please continue a separate sheet if necessary.
	SECTION C: EDUCATION, QUALIFICATIONS AND TRAINING


	Education


	Dates

	School / College / University attended
	Qualifications Obtained
(Please state name of examining board)

	From:
	To:
	
	

	
	
	
	















	Professional Qualifications


	Dates

	Qualifications
(Please state name of examining board)
	Course Details

	
	
	
	

	

	
	
	












	Relevant Training
(Please list dates, examining or organising board)


	
















	SECTION D: KNOWLEDGE & EXPERIENCE / SKILLS & ABILITIES

Please tell us why you think you are suitable for this post.  Applicants should refer to the job description and person specification for this post before completing this section.  Please provide as much information regarding your skills, knowledge and experience to enable us to assess your suitability for the post.  Only applicants who meet all the essential criteria will be shortlisted.  (Please continue a separate sheet if necessary) 


	




















































	SECTION E: OTHER DETAILS


	Convictions

Please give details of any convictions that you have including those that would otherwise be considered ‘spent’ under the Rehabilitation Offenders Act 1974 

	






	

	Transport

	
Do you have a current driver’s licence?                                 Yes       ☐                  No     ☐                  


	Conflict of Interest

Do you have any business and/or interests that might conflict with the duties of this post?

If yes, pls give details.


















	SECTION F: DECLARATION


	
I declare that the information given in this form is complete and accurate. I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal. I understand these details will be held in confidence by the Organisation, in compliance with data protection legislation and as set out in the Organisation’s Applicant Privacy Notice. I undertake to notify the Organisation immediately of any changes to the above details.

SIGNED:                                                                   DATE:


	SECTION G: REFERENCES

We will take up employment references from your current or most recent employer.  Please provide the employer’s name and address, and the name of the person authorized to give the reference.  Please also give the name and address of another person willing to provide a reference.  This could be another employer or someone who knows you very well.  Please note that references from friends or relatives will not be accepted.  

	Name:

Position:

Address:

Telephone:

Email:
	Name:

Position:

Address:

Telephone: 

Email: 


	If you are shortlisted, we would like to approach referees before your interview. Please indicate below whether or not we may write to referees prior to interview:

 Referee 1:     YES / NO                                         Referee 2:       YES / NO
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