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Kehelland Trust Role Profile

	Our mission statement: The provision of a rural horticultural setting for the support of young people and adults with learning and/ or physical disabilities. Developing personal and social skills, individual opportunities and active participation in the local community.

	Position
	Finance Manager

	Version
	3

	Date
	January 2026

	Purpose of Role:
	The Finance Manager has day-to-day responsibility to ensure that all financial tasks are carried out according to the needs of the Business, Customers and Service Users and undertaking all Health and Safety responsibilities for these tasks. 

	Reporting

	Reports directly to:
	The CEO

	Direct accountability for the following roles:
	1. The Finance Coordinator.

	Accountabilities

	
	1. To treat people with care, respect and dignity at all times.
2. To ensure that all financial processes including budget reporting, invoicing and payroll are carried out efficiently via Quickbooks.
3. Oversee expenditure and inputs of petty cash carried out by the Financial Coordinator.
4. Carry out day to day financial processes and queries in the absence of the Financial Coordinator.
5. Completing and submitting the quarterly VAT returns.
6. Reconciling the bank account and credit card transactions monthly.
7. Ensuring monthly Operating Budget updates are provided to the CEO within 1 month of the previous month end.
8. Liaising with the external accountants during the annual audit process.
9. To work as part of a team undertaking all necessary checks relating to Health & Safety. 
10. To comply at all times with all Health & Safety legislation.
11. To report and inform the Site Team Leader of any faults or maintenance issues relating to the office and reception areas.
12. To work at all times within the Trust’s policy on Safeguarding.
13. You will need to be flexible in time and duties and location, as required by the service and individuals using the service.
14. To undertake, when required, other duties not specifically mentioned in this Role Profile that are deemed reasonable for the level of accountability.
15. To ensure that all records are maintained accurately and in line with the Trust Record Keeping Policy and Procedures and GDPR guidance.

	Key Competencies

	Personal Development:
	1. Assist with the planning and implementation of changes to the core service offering.
2. Manage your own resources and professional development, taking part in annual appraisal and continuing professional development.
3. To be aware of and demonstrate adherence to Policies & Procedures e.g. Code of Conduct, national legislation, Health & Safety and Safeguarding.
4. To work successfully as a member of a team supporting people using services, participating in and contributing to team meetings.

	Role Specific Competencies:
	1. To organise own workload to ensure that deadlines are adhered to using effective time management techniques.  
2. To be flexible to ensure that the service is delivered efficiently and a willingness to undertake other duties to maintain service delivery if requested.
3. Ensure that the service is Customer Focused and continually reviewed so that any improvements are quickly identified and implemented.
4. Where needed, to carry out general duties of a receptionist, remembering that you are the first point of contact for customers and must represent the company positively at all times.
5. An ability to undertake general office and computer-based duties.

	Internal and External Communication:
	1. To ensure effective communication with staff, customers and external partners.
2. Evidence of the successful use of communication skills and ability to be diplomatic.
3. Evidence of an approachable manner and an aptitude for supporting people with learning disabilities.
4. To represent the Trust positively and promote the ethos of the Trust.
5. Continually promote Equal Opportunities in line with the Trust Equality and Diversity Policy.
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Kehelland Trust Person Specification


	Position
	Finance Manager

	Version
	3

	Date
	January 2026

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Education and Qualifications
	1. Requirement to have knowledge of or be prepared to undertake training for the following:
· Quickbooks software
· Office Skills/ Customer Services
· Computer and Database training
· Health & Safety
· Equality & Diversity
· Safeguarding


	1. Finance, accounting or office skills training.

	Previous Experience
	1. To be able to demonstrate knowledge and experience of working within an office setting.
2. Experience of financial processes including invoicing, payroll and bookkeeping.
3. Experience of using Quickbooks as an accounting system.
4. Experience of completing VAT returns.

	1. Experience working with people with learning disabilities/ physical disabilities.


	Knowledge
	1. Commitment and understanding of Equality and Diversity.
2. To be able to understand, monitor and record data effectively.
3. Demonstrates ability to read and write routine reports and records.

	1. Previous experience and/or knowledge of working with a charity.

	Skills
	1. Excellent level of IT skills.
2. Excellent telephone manner.

	


	Other
	1. Subject to a clear DBS list check.
	1. Full driving license.
2. Access to own car.




image1.png
Kehelland
Trust




image2.png
Kehelland
Trust




