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	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 service and 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
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