
 
 

Job Description: Finance Manager 
 

Job Title: Finance Manager 

Reports to: Managing Director 

Location: Pottington, Barnstaple 

Main Purpose of Job: 
 
Take responsibility for the financial health of the company including: management of cash flow, sales 
and purchase ledger; budgeting and forecasting; and providing clear and accurate management 
reports.   
 

Main Responsibilities: 
 

1. Manage the purchase ledger, entering supplier invoices into QuickBooks, checking them for 
accuracy where necessary and maintaining up-to-date financial records; liaise with suppliers 
to efficiently resolve any issues, as required. 

2. In conjunction with the HR Services Directors, produce the monthly invoicing spreadsheet 
and accurately enter invoices onto QuickBooks to ensure we invoice as quickly as possible. 

3. Manage the sales ledger, monitoring and reviewing all outstanding or overdue invoices, 
proactively resolving any queries or disputes in a prompt and courteous manner via phone 
and email to maintain company cash-flow. 

4. Pay in cheques to the bank to ensure they are cashed promptly. 
5. Manage client recharges effectively to ensure we recover our outgoings efficiently and 

maintain a healthy cashflow. 
6. Carry out credit checks and due diligence reports for new clients to ensure they are 

legitimate partners for the business, as required. 
7. Reconcile the company accounts to ensure an accurate picture of the accounts balance is 

available at all times for use by the management team, and produce month-end 
reconciliation reports. 

8. Proactively prepare for year-end audits to ensure a smooth assessment process, liaising with 
external auditors as required. 

9. Ensure the Company remains tax compliant by completing monthly and yearly tax returns 
(including VAT) and reporting to HMRC. 

10. Manage the accurate payment of payroll on a monthly basis, liaising with our accountants to 
ensure staff are paid on time and submit all necessary information to HMRC on a monthly 
and year-end basis to ensure we comply with our legal responsibilities. 

11. Process and pay staff expenses to deliver an effective and timely service for all Company 
employees.  

12. Produce regular financial reports for the management team (including budgets, cash-flow, 
unpaid bills, profit and loss, forecasting and expense budgets) to present a clear and accurate 
picture of all financial affairs and aspects of the Company’s performance. 

13. Produce and analyse a range of management reports from our systems such as: profitability 
on client accounts and consultant profitability to inform the decision making of the 
management team. 

14. Take responsibility for the management and maintenance of our time recording system, 
Replicon, including ensuring new modules are implemented effectively. 



 
 

 
 

15. Maintain a good working knowledge of all updates in the finance industry (including new 
legislation) to ensure the Company meets its financial and legal obligations. 

16. Maintain all documentation and filing systems relating to the Company accounts in a 
consistent and structured manner, to ensure all information is easy to find for other 
members of the team. 

17. Uphold professional boundaries at all times, working confidentially and with discretion across 
all tasks. 

18. Complete and file Value Added Tax returns (UK) to ensure we meet our legislative 
requirements. 

19. Complete indemnity insurance renewals and other business administration tasks as 
necessary from time to time.  

20. Take on any other responsibilities or tasks that are within your skills and abilities whenever 
reasonably asked. 
 

Knowledge, skills and experience required: 
 
Essential 

 

• Sound understanding and experience in managing sales ledger, purchase ledger and 
bookeeping 

• Relevant accounting qualifications (e.g. AAT, ACA or ACCA) or significant practical experience 
in a related role 

• Evidence of experience producing management reports in response to the requirements of a 
management team 

• Significant experience in using Microsoft Excel to manipulate, analyse and report on data 
(including Vlookups) 

• Well organised, with the ability to prioritise, multi-task and effectively meet deadlines 

• Strong IT skills, comfortable using computerised accounting and tax packages, and with a 
good working knowledge of Microsoft Office (Excel, Word, Outlook and PowerPoint) 

• Adaptable – flexible in approach and quick to learn, particularly in technical areas 

• Strong literacy and numeracy skills 

• Excellent communication skills, in written and spoken English 
 

Desirable 
 

• Experience managing cashflow in a small company 

• Experience using the QuickBooks software package 

• Experience working in a finance team within a Client Services environment 
 

Competencies: 
 
Perseverance 
Pursues everything with energy, drive, and a need to finish; seldom gives up before finishing, 
especially in the face of resistance or setbacks. 
 
 



 
 

 
 

Peer Relationships 
Can quickly find common ground and solve problems for the good of all; can represent his/her own 
interests and yet be fair to other groups; can solve problems with peers with a minimum of noise; is 
seen as a team player and is co-operative; easily gains trust and support of peers; encourages 
collaboration; can be candid with peers. 
 
Customer Focus 
Is dedicated to meeting the expectations and requirements of internal and external customers; gets 
first-hand customer information and uses it for improvements in products and services; acts with 
customers in mind; establishes and maintains effective relationships with customers and gains their 
trust and respect. 
 
Priority Setting 
Spends his/her and the time of others on what’s important; quickly zeros in on the critical few and 
puts the trivial many aside; can quickly sense what will help or hinder accomplishing a goal; 
eliminates roadblocks; creates focus; concentrates his/her efforts on the more important priorities; 
gets more done in less time than others; can attend to a broader range of activities. 
 
Patience 
Is tolerant with people and processes; listens and checks before acting; tries to understand the 
people and the data before making judgements and acting; waits for others to catch up before 
acting; sensitive to due process and proper pacing; follows established process. 
 
Integrity and Trust 
Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an 
appropriate and helpful manner; keeps confidences; admits mistakes; doesn’t misrepresent 
him/herself for personal gain. 
 
Problem Solving 
Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all 
fruitful sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond 
the obvious and doesn’t stop at the first answer. 
 
Interpersonal Skills 
Relates well to all kinds of people, up, down, and sideways, inside and outside the organisation; 
builds appropriate rapport; builds constructive and effective relationships; uses diplomacy and tact; 
can diffuse even high-tension situations comfortably. 
 
Dealing with Ambiguity 
Can effectively cope with change; can shift gears comfortably; can decide and act without having the 
total picture; isn’t upset when things are up in the air; doesn’t have to finish things before moving 
on; can comfortably handle risk and uncertainty. 
 
Technical Learning 
Picks up on technical things quickly; can learn new skills and knowledge; is good at learning new 
industry, company, systems, product, or technical knowledge. 



 
 

 
 

Prepared by: 
Name: Fitzgerald HR 
Date: April 2018 

 

 

 

 


