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Finance Lead - Job Description 
			     


Job Title: Finance Lead
Employer: Home-Start Trafford, Salford & Wigan (HSTSW)
Job term: Permanent
Hours of work	: 14 hours per week 
Salary: £12, 012 (FTE £31, 746)
Reporting to: Operational Manager/CEO

Main work contacts
CEO/Operational Manager
Treasurer/ Board of Trustees
Wider staff & volunteer team
Funders
Suppliers

Main purposes of the job
The Finance Lead is responsible for the effective day to day management of the organisation’s finances and to support the strategic oversight. Working part-time, the role combines hands-on financial processing with reporting, and governance, ensuring the organisation remains financially sustainable, compliant, and with an agreed budget

Key areas and main tasks of the job

1. Day-to-day Financial Operations
· Pay supplier invoices and manage supplier accounts
· Raise invoices and maintain an accurate invoice tracker
· Process staff and volunteer expense claims in line with policy
· Maintain organised, auditable financial records
· Maintain and develop the use of Quickbooks as the organisation’s accounting system
2. Reconciliations & Controls
· Carry out monthly bank reconciliations and other control account reconciliations
· Ensure appropriate financial controls and audit trails are in place to support compliance and external scrutiny
· Support organisation wide purchasing 
· Maintain accurate and complete financial records to support audit and regulatory reporting requirements
· Maintain bank account records, manage authorised users and signatories, process cash and cheque deposits, and file monthly bank statements for year‑end accounting purposes.

3. Payroll & Pensions
· Support payroll processing, working with external payroll provider
· Oversee pension administration, including data submissions and reconciliations
· Act as a point of contact for payroll and pension queries
4. Budgeting, Reporting & Planning
· Lead the monitoring of budgets
· Produce regular management accounts and financial reports
· Provide clear financial commentary for managers and trustees
· Monitor income, expenditure, and cashflow, identifying risks or variances
· Monitor and manage restricted and unrestricted funds, ensuring appropriate use, clear reporting and compliance with funding and regulatory requirements
5. Year End & External Reporting
· Prepare financial information for year end accounts
· Liaise with external accountants for annual audit + prepare annual accounts 
· Ensure timely and accurate completion of statutory or funder financial requirements


6. Governance & Stakeholder Working
· Work closely with the Operational Manager, CEO & Treasurer to support financial 
decision-making
· Attend and contribute to Finance Sub‑Group meetings
· Support good financial governance and transparency across the organisation
7. Working Arrangements
· The role is part-time (14 hours per week)
· The postholder will manage their workload independently, prioritising key deadlines
· Some flexibility may be required during peak periods (e.g. payroll, year-end), by agreement

The post holder will be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above. 

The post holder will be set objectives which will be managed and assessed regularly by their line manager.  

Any substantial or major changes will be negotiated between the Board of Trustees (Employer), CEO and the Finance Lead (employee).

This job description is current in April 2026
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