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Addenbrooke’s Charitable Trust (ACT) 
 
JOB DESCRIPTION – DIRECTOR OF FINANCE & CORPORATE SERVICES 
 
 
Department: SMT 
 
Hours: 37.5 hours per week 
 
Term: Full time, permanent 
 
Reports to:  CHIEF EXECUTIVE 
 
Responsible for: 1 line report 
 
Salary:   
 

A little bit about us   

Addenbrooke’s Charitable Trust (ACT) is dedicated to supporting innovation in patient care at Addenbrooke's 

and the Rosie hospitals. Whether it's treatment for an emergency, acute condition, pregnancy or long-term 

illness, we believe that every patient deserves the highest quality of care available. Thanks to the immensely 

generous support of our community, Addenbrooke's and the Rosie hospitals can provide a level of patient care 

beyond that which can be delivered by NHS funding alone and make projects happen sooner or to a greater 

degree than might have otherwise been possible. Charitable donations fund high-tech equipment, specialist 

staff, extra comforts, and vital research to find potential cures and help save lives locally, nationally and 

worldwide.  

ACT is a medium sized charity with big ambitions. We currently manage £25m of reserves made up of 

approximately 500 individual funds with patient care, research, and education purposes across a wide range of 

specialities.   

Our income ambition over the next 4-5 years is to contribute nearly £40m to 2 new hospitals – Cambridge 

Children’s Hospital and Cambridge Cancer Research Hospital - through a combination of private and public 

campaigns. This whilst continuing to deliver impact to our hospitals through our grants programme and funding of 

major projects  

The charity is currently undertaking a strategic review and a new 5 year strategy is being developed for 

commencement from FY 22/23. 

We strive to make sure that all our activities are carried out in line with our organisational values, and that we 

are: 

Supportive, Innovative, Ambitious and that we ACT with Integrity. 

______________________________________________________________________________________ 

The role  

A key member of the Senior Management Team (SMT) of ACT, together with the Chief Executive, Director of 

Fundraising and Director of Capital Campaigns. The SMT works together to ensure that the charity meets the 

strategic objectives agreed with trustees. 

 

Job Purpose 

To maintain an overview of the Charity’s financial affairs ensuring effective financial management, planning and 

reporting (including of KPIs) to both the SMT and Trustees to maximise the achievement of the Charity’s 

objectives. 

Advises the Trustees and Chief Executive on all financial, governance and regulatory related matters. 
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As Company Secretary liaise with bankers, solicitors, auditors, insurers and other advisers on matters, and provide 

advice on legal and constitutional matters as appropriate. 

Day-to-day management and strategic leadership of the following functions: financial management; information 

management and technology; and facilities management. Able to deputise for the Chief Executive on all matters. 

Liaise closely with the Honorary Treasurer to discuss the Financial and Investment activities. 

 

Duties 

Financial management & Reporting 

• To present to trustees, at quarterly Committee and Trustee Board Meetings, a financial and performance 
report which provides them with the information they need to fulfil their responsibilities as charity trustees. 

• 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 SMT 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 SMT receives monthly financial performance reports including comparisons with budget of both 
income and expenditure and variance analysis. On a quarterly basis prepare a full management reporting 
pack that clearly demonstrates and explains fundraising and charitable expenditure performance, funding of 
the running costs of the charity, the status of the general funds, key operating ratios and the management of 
the investment mix and a cash flow forecast. 

• To work with the SMT 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 regulatory compliance in all key financial operating areas (payroll, VAT, Corporation Tax)  

• 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. 

• To provide leadership and direction to the finance team, ensuring that the team contains an effective skill mix 
at all times and that staff are motivated and have opportunities for professional development. 

• To deliver the annual budget setting process and the development of longer-term financial plans, working with 
the Senior Management Teams to deliver such budgets and plans to the Board. 

• To provide leadership and advice on the development of financial management software and systems. 

• To safeguard ACT’s investments and ensure that systems are in place for monitoring and managing these. 

• To ensure that appropriate insurances are in place at all times. 

• To be a source of expertise on specialist aspects of charity finance, such as VAT and tax-efficient giving and 
to ensure best practice and compliance in these fields. 

• Responsible for counter-fraud. 

• To support the Chief Executive in seeking efficiency gains in the operations of the charity. 

• To co-ordinate the annual and quarterly risk register (including the fraud risk register) reviews for presentation 
to Finance and General Purposes Committee and the Board 

 

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. 
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• 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. 

• To manage the relationship with the Property Manager and ensure that ACT maintains a positive reputation 
as a landlord/neighbour  

 

 
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 as appropriate. 

• To report on all audit findings to the Finance and General Purposes Committee. 

 
Operational Management and Systems Review 

 

• To have operational oversight across charity activities 

• To provide management support and guidance to the CEO and SMT 

• To maintain the risk register as an active management tool with the SMT, 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. 

 

 

Payroll and pensions 

• Responsible for the delivery of payroll and pension provisions. 

• To support the Head of Human Resources in all matters associated with Payroll and pensions including: 
o Monthly checking of the payroll submissions and annual reporting 
o Regular pensions regulatory reporting 
o Managing the relationship with the pension advisor 
o Ensuring that all pensions’ payments are made to the NHS pension scheme and Royal London within 

the regulatory timeframes 
 

Information management and technology 

• To ensure that the charity has fit-for-purpose IM&T infrastructure and systems. 

• To manage the relationship with the outsourced IT provider and ensure resilience in IM&T. To ensure that 
new and cost-effective developments are implemented to support effective hybrid working, meet the strategic 
needs of the Charity and deliver strong security protections for all systems. 

• To develop data analytics for management information and processes for the critical review of analytics. 

• To be responsible for information governance and to ensure that data protection policies and procedures are 
in place and adhered to. 

 

Facilities management 

 

• To ensure that ACT staff members are able to work in an environment that is supportive of productivity and 
the charity’s public image. 

• To work with the CEO to develop a longer-term strategy for office accommodation that will allow growth and 
consolidation of office sites. 

• To ensure that the charity meets its statutory obligations for health and safety and promotes good practice. 
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Corporate 

 

• To deputise for the Chief Executive as required. 

• To support the Chief Executive in ensuring governance structures are in place and to advise on legal and 
regulatory changes as appropriate. 

• To ensure third party supplier arrangements are set up to protect the charity and the reputation of the 
hospitals. 

• To be available to staff as part of the SMT (a minimum of one SMT member is always on-duty/ available). 

• To attend Finance and General Purpose Committee, Investment Committee, Charitable Expenditure 
Committee, HR Committee and ACT Trustee meetings.  
 

General corporate requirements  

• To adhere always to ACT’s policies and procedures as varied from time to time  

• Undertake not to reveal to any person or entity any confidential information relating to donors, patients 

and employees, policies, processes and dealings and not to make public statements relating to the 

affairs of ACT without prior authority of the Director of Fundraising or CEO  

• To ensure the effective and efficient use of ACT’s resources  

• To ensure that all duties are carried out to the highest possible standard  

• To be aware of individual responsibilities under the Health and Safety at Work Act (1974)  

• To respect the confidentiality of all matters learned in the course of employment and respect the 

requirements of the Data Protection Act (1998)  

• To work in line with the Fundraising Regulator Code of Practice and other relevant legislation and 

guidance  

• To ensure due regard is given to customs, values and spiritual beliefs of supporters, patients, carers 

and their relatives  

• To participate in team meetings, planning and any corporate development activities and initiatives as 

may be identified from time to time  

• To undertake any other reasonable task as may be identified as necessary by your line manager, or by 

the senior management team from time to time  
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Addenbrooke’s Charitable Trust (ACT) 

PERSON SPECIFICATION – DIRECTOR OF FINANCE & CORPORATE SERVICES 
 

Essential  • Graduate with a strong academic background 

• Qualified accountant (any accounting body) 

• Excellent management skills, a can-do approach and ability to 

work in a team 

• Experience of working at a strategic level  

• Significant experience of managing and developing a finance 

team 

• Excellent interpersonal skills and highly skilled in building 

relationships with different stakeholders 

• Clear communicator with the ability to present financial matters 

to non-financial stakeholders in a way that facilitates 

understanding. 

• High attention to detail, a strong work ethic, organisation skills, 

commitment to accuracy and thorough, consistent checking of 

data.  

• Good understanding of a financial control environment and 

policies and procedures required to ensure integrity of financial 

data. 

• Experience with finance systems and databases  

• Independent, resilient, and creative 

• Experience of payroll  

• Experience of managing an outsourced IT provider 

• Good level of competency in Word, Excel, PowerPoint and 

relational databases. 

Desirable – not 

essential 

• Good understanding of pensions and employer responsibilities 

thereon 

• Experience of investment property management 

• Experience of monitoring and reporting on investment 

performance 

• Experience of facilities management (offices) 

 

 


