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Job Description: Financial Controller 

Grade 6.0

Accountability 
As a member of the Senior Management Team (SMT) you will report to the Executive Director. You will lead the Finance function with overall responsibility for all financial accounting, management accounting, planning and control functions for the group. The group consists of the EIRIS Foundation, a registered charity, EIRIS Ltd, a registered company which is the commercial arm of the EIRIS Foundation, and EIRIS USA, a registered subsidiary in Boston MA. EIRIS Ltd also has a branch in Paris.
Working with others
You will be assisted by a Finance Administrator. You will work closely with the Personnel Manager who is responsible for payroll in the UK, USA and France, and for the French and US bank accounts. You will be an active participant in SMT and Planning Team meetings, and work with the Heads of the Research, Client, IT and Market Development teams on budget control and planning issues. You will liaise with external accountants in the UK, USA and France as required.  You will attend Board meetings and provide financial input.
Main responsibilities

You will be responsible for 
· the general preparation and oversight of the group’s finances and accounting, including book-keeping 

· financial reporting, including preparation of financial projections for the Board and SMT

· provision of financial advice to SMT and to the Board, including assisting with the development of strategies for improving profitability
· preparation and submission of all statutory returns in UK, USA and France
· preparation of accounts for audit
· overseeing cash flow in general, and client and supplier invoicing in particular

· working with the Head of Responsible Investment Development on the budgeting and accounting for grants received by the Foundation from grant-making Trusts

· researching information on tax and financial regulations, both in the UK and abroad,  and advising SMT as required
Major tasks

The role is a flexible one and it is difficult to predict exactly what proportion of time will be spent in different areas in any given period. However, it is presently envisaged that work will arise under at least the following headings:

Book-keeping and accounting

· Book-keeping and accounting in the UK (covering both EIRIS Ltd and the EIRIS Foundation) and in overseas offices and subsidiaries.  At present these are in Boston MA and Paris, but the establishment of further overseas offices is planned in the coming years. You will be expected to advise on the financial aspects of setting up new offices as they reach the planning stage
· You will be responsible for the accuracy and completeness of the debtors and creditors ledgers, and accurate posting to the nominal ledger.

· You will be responsible for the invoicing and collection of payment systems. These are currently all managed from the London office, but we may decide to issue invoices from overseas offices in the future. You will work closely with members of the Client Team on client invoicing. You may be asked for advice on pricing and should be familiar with typical client contracts 
· You will oversee payments to our research partners (based on an income share formula) 

· You will manage the relationship with banks and the arrangements for foreign transfers, including advising on currency and exchange rate matters

· You will be responsible for the VAT, corporation tax and other statutory returns for both the UK and overseas offices, and for the preparation of accounts for audit. You will liaise with and assist the external accountants during the UK audit process, and with accountants abroad as necessary to ensure that the necessary submissions are filed on time
· You will ensure that all control accounts and inter-company accounts are reconciled regularly and that any discrepancies are investigated 
· You will ensure that internal controls, systems and procedures comply with accounting standards, statutory requirements, SORP 2005 for charities and group guidelines

· You will prepare financial, accounting and reporting issues for each company in the group  according to UK Generally Accepted Accounting Principles (GAAP) and US and French GAAP and International Financial Reporting Standards (IFRS), taking advice from the organisation’s  US and French accountants as necessary
· You will conduct checks on the monthly payrolls – outsourced to payroll bureaux under the direction of the Personnel Manager – and their associated tax payments. You will also have oversight of employee and employer pension contributions in the UK and abroad.
Financial planning and reporting on performance
· You will work closely with the Executive Director during the budget-making process, providing SMT and the Board with up to date accurate information and projections to enable planning to take place as effectively as possible. This will include developing key financial performance measures in consultation with SMT 
· You will prepare and keep up to date 3 year (and potentially longer) financial projections on a basis discussed with SMT and agreed with the Executive Director
· You will co-ordinate (and provide the financial input to) our investment pipeline for new projects and develop our approach to the assessment of future opportunities
· You will oversee the P&L, balance sheet, working capital, capital investment, cash flow, and other financial aspects of the business in close co-operation with the Executive Director. This will include analysis of actual results against budget and forecast to monitor the performance of the organisation during the year
· You will control expenditure which includes ensuring that EIRIS remains within individual budgets once set and that clear procedures for any budget variations during the year are followed
· You will also be responsible for monthly financial reporting and the design and development of those reports - currently a mixture of Excel spread sheets and Sage accounting software -  and for the investment of short term cash balances. There may be new responsibilities in terms of organising external finance for our development in the form of loans or other forms of investment or underwriting
· You will have responsibility for the development and regular review of adequate risk management systems to reduce the organisation’s exposure to major risks
Line management

· You will line manage the Finance Administrator and be responsible for her motivation and development in the job, including the annual Performance Development Review

Other tasks 
· You will be the Company Secretary for EIRIS Ltd and the Clerk for EIRIS USA
· You will assist the Executive Director with contracts negotiation as required
· At present responsibility for fundraising lies elsewhere, but accounting to new funders will be part of this role
· You will be asked from time to time to undertake projects which enhance and support the work of SMT or of EIRIS as a whole. Examples might include new management information systems, or processes to ensure the efficient organisation of overseas offices.

Changes

It is envisaged that, from time-to-time there will be a review of the time allocation between different tasks. The percentage of time spent on particular aspects can be expected to fluctuate during any year to take into account evolving work requirements, short-term projects and pressures, and longer term changes of business strategy.

Flexibility

The post may include occasional overseas travel and there may be some weekend or evening travelling or working. This job description will be subject to change and development in response to the needs of EIRIS as a business. It will be reviewed with you by your manager after 6 months and then annually, to ensure it is a true reflection of what is being done, or to incorporate changes when it is found to be inaccurate. You will be expected to participate fully in such discussions with a view to reaching agreement on any changes felt to be necessary. If agreement is not possible, EIRIS reserves the right to insist on changes to your job description in line with your grade / level in the organisation, after consultation with you.

Date reviewed 

June 2011
