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Emmaus Hertfordshire
Community Operations & Finance Manager
Job Description
	Location:
	Emmaus Hertfordshire

	Accountable to:
	CEO

	Responsible for:
	Finance Co-Ordinator 


Overall Purpose of the Job


The Community Operations and Finance Manager is responsible for the effective and efficient day to day running of the Emmaus Hertfordshire community and for the upkeep of community ‘infrastructure’. Specific areas of responsibility include financial controls and reporting, health and safety policy and compliance, HR policy and process (including payroll), building maintenance, facilities management and associated supplier management. This work is all to be carried out in a manner which embodies the Emmaus ethos.
Budgetary Control

· Emmaus Communities aim to be self sustaining financially and the Community Operations Manager is expected to take effective measures towards this goal.  Community accounts must be clear, transparent and up to date.

· The post holder will have specific budgetary control for those budgets relating to the operations of the community (not retail), as detailed below.
· The post holder is expected to plan, budget and report on finances associated with Companions and the Community. In addition this will involve verification, authorisation and monitoring of expenditure.

Main Duties and Responsibilities

Responsible to the Chief Executive in terms of:
Health & safety, data protection and general policy implementation and development

· Responsible for implementing operating policies and procedures based on model policy templates issued by Emmaus UK, to create a safe and secure community and ensure compliance with all relevant legislation, including health and safety, employment law and other statutory requirements.
· Ensure compliance with the policies with responsibility for the Health & Safety within the Community.
· Ensure compliance with data protection policies and procedures and legislation.
Facilities Management
· Responsible for the Maintenance activities and all repairs of all sites.
· Assist the CEO in the upkeep and budgetary maintenance of the Community, to ensure that it provides a pleasant and comfortable home for the Companions, whilst adhering to health and safety requirements.

·  The Community Operations Manager has specific control of the following budgets, for  monitoring, effective use and improvement:
1. Kitchen and Housekeeping spend 
2. Energy usage for all sites 
3. Communications, mobiles, telephone systems, email, broadband and internet for all sites
4. Project budgets for maintenance and building development projects

· Overall responsibility and management of the Health & Safety compliance within the community. This includes risk assessments, monitoring and implementing actions.  Note; The Retail Manager is responsible for Health & Safety within the retail areas. 
Finance 
· Overall responsibility for maintaining/overseeing that all invoices and other expenditure are prepared for monthly processing for the monthly Management Accounts (via Quickbooks) and maintaining a close working relationship with our accountants.
· Overall responsibility of pension contributions are up to date and paid on time and making any changes due to change in staff.
· Gift Aid processing.
· To maintain that we are GDPR compliant and implement changes where needed.

· Management, monitoring and review of housing benefit claims
· Being a main day to day point of contact for our retained accountants

· Managing the annual audit process, working in close collaboration with our appointed auditors

· Line management responsibility for the finance coordinator

Kitchen
· Overall responsibility (working closely with the Kitchen Manager) for ensuring that the kitchen and food storage areas are compliant with relevant health and safety and food hygiene legislation and policies

· Responsibility for ensuring the continued effective working of the kitchen in the absence of the kitchen manager
HR
· Preparing of contracts for new employees.

· Maintaining holiday and absence records. 
· DBS processing and maintenance for all new employees, trustees and volunteers. 
· Preparing monthly payroll for the accountants and wages are paid on time.  Informing the accountants of any changes that may affect payroll such as new starts, leavers or change of contracts.

Administration 
· Responsible for the day-to-day administration, organisation and effective operation of the Community and the maintenance of appropriate records

· Responsible for coordinating periodic policy reviews and for maintaining a calendar to ensure that these happen regularly

· Sourcing best value for money contacts for all utilities, mobile and land-line phones, food and beverage supplies etc. 
· Prepare input for quarterly reports for the CEO/trustees.
· Responsible for maintaining the community risk register
Internal and External Relations and Maintaining the Emmaus Ethos
· Maintain good local and national Community relations, promoting the ethos of Emmaus where possible 
· Liaise with other relevant outside agencies and commercial organisations and involve them in the community where appropriate. This may include attendance of local authority meetings and a close relationship with the housing benefit department.
· Develop and maintain the Community’s relationship with the Emmaus movement at regional, national and international levels.

Business Development

· Assist and support the Retail Manager and CEO in effective business operations.
Other Duties

· Attend meetings and contribute to the overall Community Strategy

· Assist the CEO in the development of Solidarity action within and from the Community

· Perform any other tasks or duties deemed necessary by the CEO
· To co-ordinate the maintenance and gardening volunteers and to oversee any volunteering groups within this area.
General

Emmaus works with vulnerable people. Staff and volunteers must observe the proper demarcation and professional boundaries while performing their role. All roles within Emmaus Hertfordshire are subject to enhanced DBS checks. 

The post holder must always act in a way which will: 
· Maintain the good reputation of Emmaus Hertfordshire, upholding the policies and procedures of Emmaus. 

· Strive to preserve good working relationships with Staff, Volunteers, Companions, and the Trustees, keeping the appropriate key personnel well informed of significant matters relating to the Community.
· Carry out your job responsibilities in an environmentally aware manner.  Our aim is to ensure all resources are utilised effectively and efficiently.  You will be expected to apply sound ‘value for money’ principles in undertaking purchasing or supply of goods and services.

In Emmaus, volunteers are an important resource and make a vital contribution to Emmaus’s aim to take action to help disadvantaged people.  You will be expected to encourage, develop, and support volunteer involvement in our work.
Emmaus Hertfordshire

Community Operations & Finance Manager
Person Specification

	Essential
	Desirable

	Education: 

· Good general education to include Maths and English GSCE or equivalent


	Education: 

· Educated to diploma or degree level in a related subject
· Some level of accounting qualifications

	Skills:

· Effective written and verbal communication skills

· Effective listening skills

· The ability to enable and empower 

· Effective administrative and project management skills

· Highly effective time management and organisational skills

· Competent IT user including Microsoft Office tools , internet and email

· Ability to remain calm under pressure 
	Skills:
· Leadership skills

· Facilitation skills



	Experience: 

· Experience of working with, and relating to, a diverse range of people.

· Leadership, team building, coaching, supervision
· Supplier sourcing and management
· Professional boundaries
· Financial Management, and analysing financial reports and management accounts
· Health &Safety

· Policy development and implementation

· Training – identification, provision and/or organisation of training and/or personal development programmes

	Experience: 
· Experience of running a commercial business

· Confident and competent people manager
· Project management – especially capital expenditure projects
· Experience of bookkeeping and producing financial reports

	Knowledge:

· Knowledge and empathy regarding homelessness
· Demonstration of a belief in and, the ability to, adopt and work within the Emmaus ethos and principles
· Basic knowledge of key policies such as health and safety, data protection etc
	Knowledge:

· Understanding of housing benefit 
· Understanding and/or experience of working with people with challenging behaviours

· Understanding and/or experience of working with vulnerable people
· Welfare – Understanding and/or experience of mental illness and addictions

· Residential management – Catering, domestic management, property management



	Other:

· A belief in the potential of each individual and an understanding of the importance of the Community in helping an individual achieve their potential

· Effective team worker

· Empathetic and understanding of a wide range of needs and experiences 

· Confidence to take on and resolve difficult issues

· Commitment to environmental sustainability and social development

· Able to work unsocial hours 

· Ability to travel within the local area and on occasion nationally throughout the UK
	Other:

· Driving licence
· Awareness and understanding of Equal Opportunities

· Able to welcome people into the community with no prejudice


