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JOB DESCRIPTION 

   

Job Title:  
 

Director of Finance and Operations  
 

Reporting to:  
 

Chief Executive 

Hours: 

Key Relationships: 

 

Location:  
 

Full Time 

NHS Charities Together Staff Team, Members, NHSCT 

Trustees, internal and external stakeholders.  

Flexible: either at our central office in Warwick or working from 

home. The post holder will be expected to work from the 

Warwick office at least 2 days a week. 
 

Reward Package: 
 

£75k-£90k PA plus 10% pension contribution and 28 days 

annual leave 

 

OVERALL PURPOSE 

The Board and the Chief Executive of NHS Charites Together are seeking a talented, seasoned and 

strategic senior leader to join the charity at this critical and exciting stage of our growth and 

development.  NHS Charities Together is the national organisation for the NHS’ official charities with a 

vision for NHS charities to be the biggest independent supporters of national health and well-being.   

NHS Charities Together is the only national charity partner of the NHS and the umbrella membership 

organisation for NHS charities throughout the UK. Our key stakeholders and partners range from 

national government organisations and departments such as the NHS and the Department of Health 

and Social Care, as well as local and regional NHS Trusts and Health Boards, our 240 NHS charity 

members, corporate partners and brands, media organisations and public supporters.  

This is a very exciting time to join the organisation, following the high-profile success of our Covid-19 

Urgent Appeal in 2020, the Director of Finance and Operations will work with the Trustees, Honorary 

Treasurer (a trustee) and the Senior Leadership Team (SLT) to lead on the charity’s financial strategy 

and management. This will include the implementation of a systems review to underpin the new growth 

and be responsible, under the CEO, for operational issues particularly HR, training and compliance 

issues. To act as Company Secretary with responsibility for financial, legal and regulatory obligations 

and give applicable input into the effective working of NHSCT trading subsidiary.  

This postholder will fulfil a key leadership role in our team and partner our Chief Executive, SLT and 

board members in the design and delivery of our exciting new vision.  
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Purpose of the Role 

• To maintain an overview of the Charity’s financial affairs ensuring effective financial 
management, planning, and reporting (including of key performance indicators (KPIs)) to both 
the SLT and Trustees to optimise achievement of the Charity’s objectives. 

• Advise the CEO and the Board on their governance, regulatory and financial duties and 
responsibilities.  

• As Company Secretary liaise with bankers, solicitors, auditors, insurers and other advisers on 
matters, and provide advice on legal and constitutional matters as appropriate. 

• To manage the Finance/Administration teams ensuring all financial procedures and controls 
are in place and adhered to. 

• To ensure that the Charity is financially sound and managed within a clear medium/long term 
financial strategy 

• To ensure effective management of the Charity’s operations, including Human Resources 
policies, payroll, IT, facilities, and equipment.  

• As a member of the SLT, play a key role in realising the Charity’s vision of expanding its 
activities and impact ensuring it has the financial systems to underpin this vision. 

• Liaise closely with the Honorary Treasurer to discuss the Financial and Investment activities 
of the Charity and to service quarterly meetings of the Board and be a member of Audit and 
Risk Committee 

• To keep fully informed about new ideas, technological innovations and legal and regulatory 
changes affecting all relevant aspects of charity management. To anticipate the Charity’s 
resource needs as it continues to develop and consolidate, and to plan and implement the 
necessary changes in liaison with executive colleagues. 

• To provide financial advice and support to NHSCT’s trading subsidiary (ANC Trading) to 
ensure it is effectively utilised and managed. 

• Manage external relationships, representing the Charity in external facing meetings as 
required. 

 
Financial Strategy 
 

• With Trustees and SLT, to ensure that the Charity has a clear medium to long term financial 
strategy which is kept under regular review, and that annual budgets are set which are 
consistent with that strategy. 

• To monitor progress against the financial strategy and agreed budgets and consult with the 
SLT on a regular basis to discuss variances. 

• To investigate reasons for all significant variances and alert the CEO if these variances give 
cause for concern. 

• To prepare a cash flow forecast, updated monthly, to identify future cash surpluses or 
shortages, and to liaise with the Honorary Treasurer and Investment Managers accordingly. 

• To ensure that the financial risks faced by the Charity are properly identified and appropriate 
strategies are put in place for managing them. 

• To ensure the Charity has good investment, reserves and grant making policies in line with 
Trustee requirements, and to recommend any appropriate changes. 

 
Financial Management and Reporting 
 

• To present to trustees, at quarterly Trustee Board Meetings, a financial and performance 
report which provides them with the information they need to fulfil their responsibilities as 
charity trustees. 
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• To provide input as required into the Audit and Risk Committee, including leading on 
responding to external audit reports. 

• To oversee the preparation and presentation of the annual accounts for approval by the 
Charity Trustees, whilst liaising with auditors, and ensuring that the accounts are ready within 
the timetable required and in a form which complies with the current Charities SORP and 
Financial Reporting Standards 

• To support the SLT to deliver the Trustees’ Annual Report, ensure the report presents an 
informative and positive view of the Charity’s achievements and performance and compliance 
with all current statutory reporting requirements. 

• To ensure full statutory reporting for the trading subsidiary is produced in a timely manner. 

• To ensure the SLT receives monthly financial performance reports including comparisons with 
budget of both income and expenditure and variance analysis. 

• To work with the SLT in the development, implementation and maintenance of effective output 
measurement and impact assessment processes, with agreed KPIs, to enhance the Charity’s 
performance. 

• To lead on establishing and reporting on financial KPIs (in agreement with the Board and 
CEO). 

• To ensure that all financial processes, procedures and policies are developed and maintained 
with attention to internal control and segregation of duties; and to ensure that these are fully 
documented and updated as necessary. 

• To ensure that all reports and financial returns to external bodies such as the Charity 
Commission, Companies House, etc. are completed accurately and promptly. 

• To monitor the need, as business activities expand, for the charity to register for VAT 

• To ensure that recovery of Gift Aid tax relief is maximised  

• To ensure finance teams develop strong working relationships with all teams across the 
Charity, giving support and advice as required on all aspects of financial management and 
taxation. 

• To ensure that restricted income is accounted for in accordance with the law while every 
advantage is taken of the extra flexibility available to income which is designated for a specific 
purpose. 

• Ensure that the charity has appropriate & ethical investment and reserves policies. 
 
Investment Management 

• Work with the Honorary Treasurer to ensure that the Charity has an investment policy 
consistent with its aims and objectives and its medium term financial strategy. 

• To ensure that the funds of the Charity are professionally managed by an appropriate 
investment advisor within parameters set by the Trustees, and that the choice of Investment 
Managers is reviewed by the trustees no less frequently than every five years. 

• In conjunction with the Honorary Treasurer, to liaise with the Investment Managers regularly 
on behalf of the Board, in order to be able to advise the Board on whether the funds of the 
Charity are being invested appropriately, in line with their directions. 

• To ensure that the investments are managed in accordance with the Charity’s ethical 
investment policy 

• Liaise with the Honorary Treasurer to conduct market testing of investment management. This 
should take place no less than six months before the expiration of the current contract. 

 
Operational Management and Systems Review 
 

• To have operational oversight across charity activities 

• To provide management support and guidance to the CEO and SLT 
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• To take the lead in the current systems review working with the SLT to agree on future system 
needs, the benefits to be derived from these and then leading the implementation of the 
agreed solutions and achievement of benefits 

• To maintain the risk register as an active management tool with the SLT, avoiding 
inappropriate risk aversion with regular discussions/updates to the Board. 

• To ensure Health and Safety and other regulatory and legislative requirements are met in 
accordance with good practice. 

• To ensure compliance with GDPR legislation, the maintenance and implementation of 
information security and confidentiality policies. 

• Ensure that the Charity’s assets, employees and trustees are all properly insured and that 
regular reviews of insurance providers are undertaken. 

 
HR & Personnel Management 
 

• To oversee the Charity’s HR function and external HR consultant ensuring we live our values, 
and our staff feel supported and valued 

• To ensure that robust HR policies are maintained and that the Staff Handbook is updated 
regularly to reflect this. 

• To ensure Personnel records are maintained and up to date. 

• To ensure a suitable pension scheme/benefits offer is available to Charity employees and is 
administered efficiently 

 
Audit (External audit and Internal audit) 
 

• To ensure statutory audit is delivered in agreed time scales; manage relationship with external 
auditors. 

• To develop internal audit arrangements for the organisation. 

• To report on all audit findings to the Audit and Risk Committee. 
 
Governance and Company Secretarial duties 
 

• Lead on ensuring that the annual timetable for Board, Committee and Advisory group 
meetings are in place. 

• To ensure Governing documents of the Charity are reviewed and updated annually. 

• To ensure all mandates with charity bankers are current and reflect current organisational 
arrangements  

• To ensure the Charity is compliant with regulatory and statutory requirements. 

• To undertake the formal position of the Company Secretary role for NHS Charities Together 
 
Key Day to Day Working Relationships 
 

• To establish and maintain good day to day working relationships with 

• The CEO of NHS Charities Together 

• The SLT and staff of NHS Charities Together 

• Trustees and in particular the Treasurer of NHS Charities Together 

• Senior personnel within key stakeholder organisations 
 
Other Duties 
 

• Carry out any other reasonable duties requested by the CEO 
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PERSON SPECIFICATION 

 

Qualifications and professional memberships 

• Relevant professional qualifications (ACCA/CIMA/CIPFA) 
 

Professional experience 

• Successful financial senior-level experience, to include strategic planning, administration, 
financial management and project control. 

• Experience of leading, inspiring, shaping and managing teams. 

• Proven budgetary expertise, commercial and financial acumen. 

• Experience of being involved in the setting of a vision and strategy to ensure improvement of 
performance in business and operational aspects of an organisation including IT systems. 

• Experience of ensuring compliance with legal, regulatory and ethical requirements. 

• Experience of risk management. 

• Experience of working with non-executives or Trustees. 

• Experience of leading HR, IT and facilities management is highly desirable. 

• Experience and/or knowledge of the charity sector and charity regulation is highly desirable 
 

Skills and personal qualities 

• Strategic thinker with a ‘completer-finisher’ focus. 

• A team-player, willing to attend events, support others and contribute to the broad range of 
activities undertaken by the Charity. 

• Demonstrable commitment, passion and empathy for the work of NHSCT, our member 
charities and the NHS 

• Highly effective and persuasive interpersonal and communication skills with the ability to 
influence a wide range of internal and external stakeholders. 

• Personal confidence and presence. 

• Good listening skills and a consultative approach. 

• Ambitious, proactive and resourceful. A track record of being innovative 

• Hardworking, energetic and willing to get involved in all aspects of the Charity’s operations as 
required. 

• Honest and transparent with the ability to build open and trusting relationships 
 

Personal attributes required 

• Demonstrable commitment to collaborative teamwork  
• Demonstrable commitment to inclusive working, ensuring equality and diversity 
• Strong commitment to the values and vision of NHSCT   
• Self-motivating, proactive and with a drive for success 
• Under normal circumstances, a willingness to travel across the UK 

 

Desirable 

• Knowledge and understanding of the NHS and social care and wider health sectors, including 
culture and external influences. 
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Terms and Conditions   

  

Working Hours  Full time  

Pension 10% employer contribution 

Annual Leave   28 days per annum plus bank holidays. 

Probation Period   6 months (for external appointments) 

Notice Period  1 week during probation & 3 months thereafter  

 

 
 
Equality and Diversity 

NHS Charities Together is committed to inclusivity and representing the diversity of the 

communities we serve. We therefore welcome applications from all backgrounds and all 

sections of the community. Applicants will be treated fairly throughout the recruitment 

process and we will ensure there is no unfair discrimination on the basis of race, ethnic 

origin, disability, gender, religion or belief, age, sexual orientation or any other relevant 

characteristic. 

 
 

 

 

 


