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Corporate Services Manager
Job Description

Post:
Corporate Services Manager 

Salary:



£35,588 - £42,111
Accountable to:
Chief Executive
Responsible for:
Corporate Services Team

Finance/IT/ HR/ Admin

Location:
Cardiff
Job Purpose:

As a member of the Senior Management Team, the post holder will be responsible for maintaining and managing Keep Wales Tidy’s financial, administrative and HR activity, systems and controls at a strategic level. The post holder will ensure Keep Wales Tidy’s core business functions support the organisation in providing first class working environment to enable business excellence to be achieved.
Key Tasks:
· To have a thorough understanding and overview of Keep Wales Tidy’s financial systems, administration and all other processes and to manage this internal operation effectively and efficiently resulting in the effective operation of the organisation.
· To take responsibility for strategic financial planning and financial management of Keep Wales Tidy

· To manage and develop effective financial control and operational systems within the organisation to comply with statutory, Audit Office, Grant Memorandum, funders and European Commission auditing standards.

· To prepare the quarterly management accounts and statutory accounts at year end, ensuring compliance with Companies House, Charity Commission regulations and legislation.
· To provide advice on trading vehicles, governance and tax implications, taking the lead on development of trading subsidiaries as appropriate.

· To implement continuous operational improvement and development through a process of assessment, review and evaluation, developing and implementing appropriate procedures including internal audit and risk management, ensuring whole organisation/cross project efficiencies are achieved.

· To develop and lead the Corporate Services team, ensuring there is a co-ordinated and effective finance and administration team, encouraging personal development and applying performance management systems.
· To liaise directly with all relevant staff through suitable meetings and communications channels
· To produce reports as required for the management team, funders and other stakeholders 

· To maintain an overview of Keep Wales Tidy’s ICT and HR procedures, policies and systems.
· To ensure effective contract relationships are developed and maintained

· To undertake the role of Company Secretary to the Board of Keep Wales Tidy, ensuring best practice and good governance.

· To provide advice on commercial and contract law issues, and liaise with the company’s professional advisors, particularly the company’s auditors with whom an effective working relationship will be essential.
· To manage the facilities and building administration, including dealing with leases, landlords and rent reviews

· To undertake any other relevant task as requested by the Chief Executive.

MANAGING YOURSELF

· Always work in line with Company policies.

· Strive to achieve best value at all times.

· Work within agreed budgets.

· Undertake such internal/external training as is required to meet the demands of the post, the needs of the Company, and for self improvement.

· Deliver work to agreed deadlines and standards, in line with Departmental and Strategic measures

MANAGING OTHERS

· Encourage staff development – help staff to identify training and development needs; set and agree realistic aims and targets and act as a mentor and coach as appropriate to develop staff.

· Communication – always be open and honest with staff, be clear about responsibilities and levels of authority give clear feedback on performance and recommend learning and development actions.

· Provide the support and information to enable staff to carry out their duties effectively.

· Consult with staff regarding methods of work, be open to, and proactively look for suggestions for new ways of working.

· Promote equality and fairness in the workplace.

Person Specification – Corporate Services Manager

	Qualifications & Experience
	Essential
	Desirable

	CCAB Qualified or equivalent 
	(
	

	A minimum of two successful years relevant work experience ideally within the charity sector.
	(
	

	Sound knowledge of implementing and managing financial systems and controls
	(
	

	Proven experience of managing and supporting staff
	(
	

	Proven experience of managing finances and corporate services systems
	(
	

	Sound knowledge of charity law and charity SORP 
	
	(

	Knowledge of environmental and sustainable development issues and an interest in working in this field.
	
	(


	Skills and Abilities
	Essential
	Desirable

	Well developed analytical skills; ability to work and think laterally; ability to identify and implement opportunities for innovation
	(
	

	Proven ability to convey complex messages clearly through written and verbal communication with people from a wide range of backgrounds and knowledge levels.
	(
	

	Ability to prioritise, plan and manage a large and varied workload to meet demanding deadlines.
	(
	

	Demonstrable management and organisational skills and a high level understanding of modern management techniques including staff, processes and systems management 
	(
	

	An ability to build effective relationships with staff, management, key individuals and organisations at all levels
	(
	

	High level of self-motivation and the ability to work effectively with minimal supervision and as part of a team
	(
	

	Proficient in the use of Microsoft Office Applications
	(
	

	Able to work at both a strategic and operational level, willing to undertake all finance activities in order to meet necessary timescales and outcomes.
	(
	

	Ability to communicate through the medium of Welsh
	
	(


	Personal Attributes
	Essential
	Desirable

	Confidence and presence to be an articulate representative for Keep Wales Tidy to a wide range of stakeholders.
	(
	

	Highly self – motivated with excellent time management and organisational skills
	(
	

	Flexible team player with collaborative working ethos
	(
	

	Ability to apply and encourage innovative thinking, to make valid judgments and reach sound decisions based upon good analysis of relevant information.
	(
	

	Enthusiasm to meet new challenges and develop and take up new opportunities.
	(
	

	Commitment to sustainable development, protecting and improving the local environment.
	(
	

	Willingness to work flexible hours as required
	(
	

	Willingness to travel throughout Wales and the UK if required – a full, current driving licence.
	(
	


RESOURCES
· Standard office equipment 

KEY CONTACTS

	INTERNAL
	EXTERNAL

	Board of Trustees
	HMRC

	Chief Executive
	Company Auditors

	KWT management team
	Legal bodies

	KWT staff
	Private organisations

	
	Voluntary organisations

	
	


SALARY

· Salary scale £35,588 - £42,111
· The post holder will be entitled to join the Company Pension Scheme and health scheme after the completion of three months service
WORKING HOURS

· The post is full time with the Corporate Services Manager contracted to work 35 hours per week. The opportunity to work flexibly is available.

DATE OF DRAFT

January 2012
