[image: C:\Users\pbradley\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\XTOGLYDH\logo_vector_cmyk.jpg]
Job Description and Person Specification
	Job title
	Head of Finance & Corporate Services

	Grade
	SM7 to SM9

	Salary
	£66,507 to £70,037

	Responsible to
	Chief Executive Officer

	Contract
	Permanent

	Hours
	35 hours per week

	Location
	Dunbritton Housing Association offices, with flexibility in line with organisational policy and service needs


Job Purpose
As a member of the Management Team, the Head of Finance & Corporate Services will contribute to the strategic leadership and direction of Dunbritton Housing Association and lead the development, implementation and review of the Association’s financial management, corporate governance and corporate services arrangements.
The postholder will provide effective leadership across Finance, IT and Corporate Services, ensuring that services are compliant, customer-focused, efficient, resilient and aligned to the Association’s Business Plan, regulatory requirements and strategic priorities.
Principal Duties and Responsibilities
Strategic Leadership and Governance
· Work collaboratively with the Chief Executive Officer, Board and Management Team to support the strategic leadership and effective governance of the Association.
· Provide professional advice and assurance on financial management, corporate services, risk, compliance, governance and performance matters.
· Lead on governance and regulatory requirements, ensuring compliance with the Association’s Rules, Standing Orders, policies and relevant statutory and regulatory obligations.
· Support the Board and Committees through clear, timely and well-evidenced reports, presentations and recommendations.
· Lead on business continuity arrangements, ensuring plans are maintained, tested and reviewed.
Financial Management and Control
· Ensure effective and efficient financial management, control and reporting across the Association.
· Lead the preparation of accurate and timely financial management information for the Management Team, Board, Committees and external stakeholders.
· Ensure annual financial statements and statutory returns are prepared in accordance with relevant accounting standards, legislation and regulatory guidance.
· Lead long-term financial planning, treasury management, cash-flow monitoring, loan drawdown, covenant compliance and financial appraisal activity.
· Develop, review and maintain financial strategies, Financial Regulations, Treasury Management arrangements, Anti-Bribery and Corruption requirements and related policies and procedures.
· Ensure all major investment, development and business decisions are supported by appropriate financial appraisal, sensitivity testing and risk assessment.
· Manage and control payroll, pensions, HMRC requirements, income and expenditure reconciliations, insurance arrangements and departmental budgets.
Corporate Services, IT and Compliance
· Lead and coordinate corporate services functions including IT, cyber security, data protection, HR, organisational development, governance, risk and performance support.
· Ensure compliance with data protection requirements, including UK GDPR, the Data Protection Act 2018 and Information Commissioner’s Office expectations.
· Work with IT advisers or consultants to develop and deliver effective IT and digital services arrangements that support service quality, resilience and efficiency.
· Review and monitor services delivered under relevant service level agreements and address service failures where required.
· Lead on the development, monitoring and review of policies and procedures within the remit of the role.
Performance, Risk and Continuous Improvement
· Develop and implement a performance framework that supports continuous improvement, value for money and accountability across the Association.
· Prepare performance, finance and corporate services reports for the Chief Executive Officer, Management Team, Board and Committees.
· Embed a performance culture through the effective use of data, key performance indicators, benchmarking and customer insight.
· Lead and contribute to risk management arrangements, ensuring corporate and financial risks are identified, assessed, reported and mitigated.
· Assess new initiatives, service improvements and business improvement opportunities to reduce risk, improve outcomes and strengthen organisational resilience.
· Monitor compliance with the Scottish Social Housing Charter and other regulatory or legislative requirements relevant to the role.
People Management and Organisational Development
· Lead, manage, support and develop staff within the Finance and Corporate Services remit, ensuring that the team has the skills, capacity and confidence to deliver high-quality services.
· Set objectives, monitor performance, carry out appraisals and support learning and development through effective training plans.
· Promote a culture of customer service excellence, internal openness, one-team working and continuous improvement.
· Provide HR advice and support to the Chief Executive Officer and senior colleagues, working with specialist advisers where required.
· Lead on recruitment, induction, workforce planning and employee development activity relevant to the role remit.
· Where necessary, manage performance issues fairly, decisively and in line with HR policies and procedures.
Other Responsibilities
· Ensure information, reports and statistics are recorded, processed and produced in line with GDPR, policy requirements, regulatory expectations and agreed timescales.
· Ensure compliance with Health & Safety policy and procedures and promote safe working practices across the organisation.
· Represent the Association at external meetings, events and partnership forums as required.
· Demonstrate flexibility and respond positively to the changing needs of the organisation.
· Undertake any other duties reasonably requested by the Chief Executive Officer or Board.
Person Specification
Candidates should use their application to demonstrate how they meet the essential criteria. Desirable criteria will be used to support shortlisting where required.
	Criteria
	Essential
	Desirable

	Professional accountancy qualification such as ICAS, ACCA, CIMA, CIPFA or equivalent.
	Yes
	

	Evidence of continued professional development relevant to finance, governance or corporate services.
	Yes
	

	Management or leadership qualification.
	
	Yes

	Experience of operating at a senior level and providing effective financial leadership and advice.
	Yes
	

	Experience of financial planning, budget setting, management accounts, statutory accounts and audit processes.
	Yes
	

	Knowledge of UK accounting standards, SORP requirements and charity/RSL financial reporting expectations.
	Yes
	

	Experience of treasury management, loan funding, cash-flow planning and covenant compliance.
	Yes
	

	Experience of governance, regulatory compliance, risk management and working with a Board or Committee structure.
	Yes
	

	Knowledge of the Scottish Housing Regulator’s Regulatory Framework and Standards of Governance and Financial Management.
	Yes
	

	Experience of IT, cyber security, data protection, HR or corporate services management.
	Yes
	

	Experience of developing performance frameworks, KPIs, benchmarking and continuous improvement activity.
	Yes
	

	Experience of leading, managing and developing staff teams.
	Yes
	

	Experience of working in a housing association, charitable or regulated environment.
	
	Yes



	Skills and abilities
	Essential
	Desirable

	Strong financial judgement and the ability to translate complex financial information into clear advice.
	Yes
	

	Strategic thinking, sound decision-making and the ability to balance assurance, risk and delivery.
	Yes
	

	Excellent written and verbal communication skills, including report writing and presentation skills.
	Yes
	

	Ability to work collaboratively with the Chief Executive Officer, Board, Management Team, colleagues and external partners.
	Yes
	

	Ability to manage competing priorities, meet deadlines and maintain high standards under pressure.
	Yes
	

	Ability to lead change, improve systems and promote continuous improvement.
	Yes
	

	Strong IT and digital skills, including the ability to use financial systems and Microsoft Office effectively.
	Yes
	

	Good understanding of equalities, data protection and health and safety responsibilities.
	Yes
	

	Ability to demonstrate flexibility, resilience and professional integrity.
	Yes
	

	Full current driving licence and access to a vehicle for business use.
	Yes
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