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Head of Finance and Business Support   Wiltshire

Job pack

Thanks for your interest in working at Wiltshire Citizens Advice. This job pack should give you everything you need to know to apply for this role and what it means to work at Citizens Advice.  

In this pack you’ll find:
· Our values
· 3  things you should know about Citizens Advice
· Information about the organisation and role
· The role profile and person specification
· Our approach to equality and diversity
· The benefits of working at Citizens Advice

	[image: ] Our values
We’re inventive. We’re not afraid of trying new things and learn by getting things wrong. We question every idea to make it better and we change when things aren’t working.
We’re generous. We work together, sharing knowledge and experience to solve problems. We tell it like it is and respect everyone.
We’re responsible. We do what we say we’ll do and keep our promises. We remember that we work for a charity and use our resources effectively.
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	3 things you should know about Citizens Advice



1. We’re local and we’re national. We have 6 national offices and offer direct support to people in over 290 independent local Citizens Advice services across England and Wales.

2. We’re here for everyone. Our advice helps people solve problems and our advocacy helps fix problems in society. Whatever the problem, we won’t turn people away.
 
3. We’re listened to - and we make a difference. Our trusted brand and the quality of our research mean we make a real impact on behalf of the people who rely on us.






How Wiltshire Citizens Advice works

Wiltshire Citizens Advice provides support to around 18,000 each year, by telephone, by email and face to face. 
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The Citizens Advice service is made up of Citizens Advice - the national charity - and a network of around 300 local Citizens Advice members.

· 800 national staff working in one of our 6 offices or as homeworkers, or as part of the Witness Service from over 240 courts across England and Wales

· 3000 Witness Service volunteers

Our network members are all independent charities, delivering services from

· over 600 local Citizens Advice outlets
· over 1,800 community centres, GPs’ surgeries and prisons

They do this with:  

· 6,500 local staff
· over 23,000 trained volunteers

Our reach means 99% of people in England and Wales can access a local Citizens Advice within a 30 minute drive of where they live.
	

[image: ]







[image: ]  The role
This is a rare opportunity to be part of one of England’s largest local Citizens Advice Services. We need someone with the skills and experience to help us deliver both new  and existing  services, using multiple channels to meet ever more complex demand whilst protecting services for those who need it most. 

You will be responsible for resources and quality across a range of core and funded advice projects, ranging from an “open to all” telephone service, to a specialised advice service for those with poor mental health. 
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	Job Title:
	Head of Finance and Business Support  

	Reporting to:
	CEO

	Salary:
FTE:
	£37,829 per FTE 
Between - 0.6FTE  to 1 FTE worked flexibly. 

	Location:
	Trowbridge, Chippenham or Salisbury 

	Role purpose:
	A significant leadership role managing core finance and business functions including premises, IT and HR.   

	Key accountabilities
	Key elements/Tasks
To provide strategic financial leadership to WCA ensuring the organisation is financially viable and developing in financially sustainable ways
Contribute to organisational leadership across Wiltshire Citizens Advice (WCA).
To provide strategic direction, leadership and management oversight to finance, and corporate service functions.
To provide strategic HR leadership, formulating personnel systems and strategies appropriate to WCA’s vision and values.

	Financial Management 
	Manage the overall budget, identify cost savings and maintain a tight control on resources.
Lead the annual budget planning process and support trustees and treasurer with strategic budget management. 
Take decisions on direct expenditure within the Operations Team budgets; ensure all expenditure is cost effective.
Report to Trustee Board as required on financial performance in a mutually agreed format, making comments and recommendations where necessary.
Justify any significant variances from budget, recommend and take any corrective actions required.
Lead the income generation strategy. 

	[bookmark: _tx7srj57tcta]Strategic Planning and development 
	Participate in organisational initiatives as appropriate and contribute to the work of associated committees/working parties.

	[bookmark: _unmkav7tgdro]Organisational Leadership 
	On behalf of the Chief Executive, lead Management Team meetings setting the agenda and taking ownership of actions and delivery of outcomes.
Co-ordinate and lead the Business Support Managers team and finance team, to ensure that appropriate support and supervision methods are in place.

	Strategic HR
	Promote a common culture across the network, including good teamwork and lines of communication between all staff members .
Lead and ensure the recruitment and selection process of staff.
Ensure that staff and volunteers have clear objectives and targets which are regularly reviewed with them. Action any underperformance promptly and in line with WCA policy.
Ensure that consistent and effective annual appraisals take place and training needs are identified for all staff and volunteers.
Ensure that HR, IT and Health and Safety processes and policies are adhered to. Adopt appropriate measures to resolve staff or volunteer conflict in a professionally and promptly. 

	[bookmark: _t205scuiqroz]Training and development
	Identify your own training and development needs in conjunction with the CEO.
Identify the training needs of staff line managed by this post holder.

	[bookmark: _1bgmadi8yi9c]Wider environment
	Keep up to date with changes in legislation.
Promote the work visions and values of the Citizens Advice service both locally and nationally.
Represent WCA in a professional way at relevant meetings and networking functions to build on good practice and development opportunities.
To build a strong working relationship with funders and any consortium partners.

	[bookmark: _xywkfcb0xmqd]Other duties and responsibilities
	To work at other offices away from your normal place of work.
When appropriate undertake occasional work outside normal working hours.
Abide by health and safety guidelines and share responsibility for safety for yourself and colleagues.
Undertake such other duties as may lie within the scope of this post to ensure the effective delivery and development of the service.
To carry out the above within the spirit and practices of our Equality and Diversity policies and to conform to the standards of behaviour and professionalism as laid down in procedures and policies.
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Key Essential Criteria

Requirements for role 

1. Degree level education or equivalent through experience
2. Demonstrable knowledge and management experience of a client focused service 
3. Ability to articulate organisational vision and think creatively about issues. 
4. Demonstrate a strong track record in managing finances and resources within a budget in excess of £200K
5. Experience of Project management
6. Ability to lead and develop the team, including identifying training needs, the ability to prioritise work, identify and develop ideas and opportunities, delegate effectively, handle pressure and take day-to-day decisions on the running of a complex multi sited organisation.
7. Strong interpersonal skills, including the ability to motivate and lead staff and volunteers.
8. Experience of using basic IT packages, developing and maintaining management information systems and procedures 
9. Excellent communication skills, including the ability to communicate effectively in person and in writing with individuals and with a wide variety of organisations, and to research and interpret complex information and produce clear verbal and written reports
10. Has a clear understanding of the core values of WCA
11. Understanding of and commitment to Citizens Advice values, aims, principles and equal and diversity policies


Desirable
12. Broad understanding of the operation of local and national government and the administration of public and legal services, including an understanding of commissioning
13. Understanding of the voluntary sector and, in particular, knowledge of the strategic and policy environment in which the advice sector operates
14. Experience of leading internal change and the ability to earn and maintain trust
15. Experience of developing quality standards within tight resource provision and monitoring and achieving against agreed targets 
16. Experience of working as a member of a corporate management team.
Other
Able to work outside standard office hours in order to facilitate the requirements of the service, e.g. Governance meetings
Able to travel to all office locations and attend appropriate networking opportunities in other parts of the country and nationally
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