
 



Job Role Profile 

Title     Head of Finance 
 

Salary   Hospice Band 8b  
£61,218 - £70,571 
Competency Based 
Framework 

 
Location   Heald Green with  

frequent travel to 
other sites and  
some opportunity for 
home working 

 
Responsible for Finance Manager & 

Payroll Manager  

 
Responsible to Director of Business 

Development 

 
Core Purpose To manage all 

aspects of finance 
for the hospice and 
its trading company 

 

Job summary 
Qualified as an accountant, the Head of Finance 
will manage a complex work programme often 
with competing demands and priorities.  

 

Working within the values of St. Ann’s Hospice, 
they will implement and deliver the Finance 
Strategy and provide leadership to the Finance 
Department 

 

They will monitor the organisations financial 
performance on a regular and timely basis and will 
ensure Trustees and Executive Directors are 
supported in their governance of the Charity and 
the Trading Company providing them with timely 
financial reports and sound financial information 
and advice. 

 

They will act as main point of contact for 
professional advisors and report to Trustees and 
Executive Directors as required. 

 

They will be integral to instilling and enabling a 
culture of responsibility, accountability, authority, 
drive and support at every level. 

 

Promoting improvement, innovation and high 
standards at all times. Director of Business 

Development 
 

Head of Finance 

Payroll Manager Finance Manager 



 

 

Responsibilities 
 
The Head of Finance will: 

 Take overall responsibility of all financial 
activities for the Charity and the Trading 
Company.  

 Effectively lead, manage, develop, and 
motivate the Finance team to ensure that 
consistent, high quality financial advice 
and support is provided across the 
organisation; 

 Prepare the annual statutory accounts and 
consolidated accounts and ensure 
compliance with GAAP / Charities’ SORP 
and applicable regulatory legislation for 
financial and tax reporting; 

 Take the lead on the annual budgeting 
including payroll modelling and planning 
processes, monitor progress and changes, 
and keep the Executive team and Trustees 
abreast of the Hospice's financial status 
and variances from the budgeted position; 

 Oversee the monitoring of working capital 
for the Organisation and maintain 
appropriate treasury management to 
ensure that cash balances held are 
appropriate for the needs of the business 
and that they are invested in appropriate 
interest-bearing accounts; 

 Monitor and report on the hospice’s 
investments, ensuring they fit into the 
investment policy; 

 Oversee the payroll process ensuring the 
delivery of an efficient and compliant 
service; 

 Take the lead on the management of the 
Charity and Trading Company pension 
schemes and associated services; 

 Act as the main point of contact for internal 
and external auditors, investment advisors, 
insurers, banks, and any other 
professional services organisation and 
report on their performance to the 
Executive Team, Board of Trustees, and 
any sub-committee as required; 

 Act as main point of contact for 
Organisational Insurance and Life 
insurance. Taking responsibility for the 
renewal process and managing claims 

 Take overall responsibility for ensuring the 
efficient, effective and timely processing of 
receipts, invoices, payments, Gift Aid 
claims, VAT returns, corporation tax 
returns, pension scheme returns, and any 
other statutory financial returns; 

 
  

 
 
 
 
 

 Support the Company Secretary in the 
preparation and submission of all relevant 
Charity Commission, Companies House, 
HMRC and other required returns; 

 Develop procedures and practices for all 
financial services across the Organisation 
and ensure finance systems and 
processes are effective, current, and 
operate in line with legislation and the 
requirements of external bodies; 

 Propose innovative solutions to ensure the 
Hospice maintains a competitive 
advantage and exploits new technology to 
help drive and deliver efficiency gains and 
cost-savings; 

 Be responsible for the implementation, 
maintenance and operation of accounting, 
reporting and payroll software 

 Act in accordance with the Charity 
Governance Code, the General Data 
Protection Regulation, and all Hospice 
policies and procedures; 

 Establish and maintain a high-level of 
credibility and manage strong working 
relationships with external parties 
including, partners, suppliers, and other 
hospices; 

 Work with the Executive Team to identify, 
develop, implement, and evaluate new 
commercial partnership opportunities with 
external organisations; 

 Maintain compliance and professional 
registration and ensure up to date 
knowledge of legislation and best practice; 

 Develop and implement finance related 
organisational policies  

 
 
 
 
 
 

 
 

 
 
 
 
 

 



 

 

Requirements 
 
The Head of Finance will: 
 

 Hold a degree level qualification or have 
significant experience in an appropriate 
and/or associated disciplines; 

 
 Be a qualified member of a professional 

accountancy body (ACA/ACCA/CIMA) or 
holder of an equivalent qualification; 
 

 Demonstrate extensive experience in 
preparation of both management accounts 
and statutory accounts;  

 
 Have experience of liaising with External 

Partners such as auditors, financial 
institutions, insurers and other business 
advisers; 
 

 Demonstrate the ability to negotiate and 
influence others; 
 

 Have experience of reporting to Executive 
Directors and Trustees; 

 
 Have proven ability of liaising with statutory 

agencies e.g. Charity Commission, HMRC, 
or similar bodies; 

 
 Have knowledge of management systems for 

all accounting functions including purchase 
ledger, sales ledger, payroll, cash and 
banking, nominal ledger and stock; 

 
 Have strong IT skills, and an awareness of 

new technologies and innovations 
 

 Have exceptional communication skills, 
demonstrating the ability to communicate 
both orally and in writing clearly and 
concisely to at all levels; 

 
 Demonstrate experience in strategy 

development, innovation and change 
management; 
 

 Demonstrate experience of meeting tight and 
changing deadlines and show the ability to 
be decisive and act promptly under pressure; 

 
 Demonstrate significant risk management 

experience;  
 

 Demonstrate knowledge and experience of 
cross-departmental internal audits; 
 

 
 
 

 

 
 

 
 

 Possess high integrity and openness 
combined with commitment to good 
governance; 

 
 Show evidence of relevant continuing 

professional development; 
 

 Be energetic, highly motivated, with an 
enquiring mind and passion for excellence 
and innovation in pursuit of business growth 
and success; 
 

 Lead and participate in partnerships across 
organisations; 
 

 Demonstrate a commitment to equal 
opportunities and diversity; 
 

 Show a flexible approach to work and be able 
to work out of hours as required; 

 
 Support individual and team development; 

 
 Travel independently; 

 
 Work within St Ann’s values and commit to its 

strategic direction; 
 

 Show commitment and motivation to the 
purpose of the hospice. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 



 

 

Any post holder within the organisation will be expected to undertake safeguarding training appropriate to their role and 
adhere to safeguarding policies and procedures. All staff must work in accordance with their statutory roles and 
responsibilities in relation to safeguarding in accordance with the Working Together to Safeguarding Children 2023, The 
Care Act 2014, and Prevent Duty 2015. 
 



 

 

Terms and conditions for the Head of Finance 

Contract 

Work Pattern 37.5 hours over 5 days per week. 
 

Location 

Holiday 35 days, increasing to 37 days after 5 years’ service and 41 days after 
10 years’ service (pro rata, inclusive of bank holidays). In addition staff 
are able to buy up to 1 weeks’ holiday per year via salary sacrifice, pro 
rata. 

Pension Contributory Stakeholder pension in which we match up to 7% of your 
gross salary. Or the ability to continue with a previously held NHS 
pension (subject to making contribution’s into the scheme in the 
previous 12 months). 
 

Life Cover All staff in the Scottish Widows Pension scheme (with the exception of 
bank staff) are provided with life cover of three times their basic salary 
in the event of their death whilst employed by St Ann’s Hospice. 
 

Health Cash Plan We offer access to an employee paid health cash plan. That allows 
employees to spread the cost of health expenses including dental, 
optical, physiotherapy and more.  
 

Employee Assistance 
Programme 

Employees can access telephone and online counselling 24 hours a 
day. Face to face counselling is also available and support on issues 
including debt, employment law, benefits and housing. 
 

Probation Six months. 

Notice 

Free Parking Free parking on site 
 

Permanent 

Heald Green with frequent travel to other sites and some opportunity for 
home working 
 

12 weeks 

 
 
 
 
 
    

 
 

 
 
 

 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 
 

 
 

 
 
 

 


