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Accountable to: CEO 
Salary Scale: £45-50k (pro-rata), dependent on experience  
Hours: 14 hours per week (2 days per week) 
Contract: Permanent  
Location: This post could be home based but would require some regular time spent at our office 

in Hackney, East London  
 
 

About us 

Headway East London (www.headwayeastlondon.org) is a charity supporting people affected by brain injury. Working 
across 13 London boroughs we offer specialist support and services for survivors and their family. We offer therapies, 
advocacy, family support and community support work alongside our day service: a community venue where people 
can make the most of their abilities and interests. We also promote awareness and understanding of brain injury by 
providing information to the public, and offering training to university students, professionals and businesses.  
 
Our vision is to build a community where people with brain injury are valued, respected and able to fulfil their 
potential.   
 

About the role 

This is a newly created role at Headway East London to provide strategic financial support to the Senior Management 
Team and board, and to play a key role in ensuring our sustainability for the future.  You will support our existing 
finance team to ensure efficient and effective processes are in place, and that our budgets are built around our 
strategic plan.  As part of our Senior Management Team you will help to lead and embed a culture of opportunity and 
growth based on our strong values.  You will also take on the role of Company Secretary for Headway East London. 

http://www.headwayeastlondon.org/
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A short description of what you will do… 

• Provide support to the board and Finance Committee to set and monitor short- and long-term budgets, helping 
the organisation to build unrestricted income and reserves. 

• Work with staff across the organisation to develop an approach to recovering full costs for all of our services. 
• Manage the audit process for Headway East London. 
• Have overall leadership of our commercial partnerships and supplier relationships. 
• Support colleagues to manage devolved budgets with increasing autonomy and to ensure that reports are 

generated for budget managers and funders. 
• Take a key role in the leadership of the organisation as part of the Senior Management Team. 
• Develop and manage the risk register for the organisation, provide a regular report to the board on key risks and 

mitigations.  
• As Company Secretary, attend board meetings and ensure Headway East London complies with all statutory 

regulations and funding requirements. 

The post holder will line manage the Finance Manager with potential further line management responsibilities in 

the future. 

Main duties and responsibilities 

Business Strategy 

 

• To ensure the provision of high-quality financial reporting, support and advice services to the Senior 
Management Team and Board of Trustees enabling evidence-based decision-making. 

• To support the Senior Management Team and Board of Trustees in long-term business planning and carry out 
the risk register exercise to identify potential problem areas and propose solutions. 

• To support the development of bids for contracts and funding. 
• To develop a five-year rolling budget to ensure future sustainability. 
• To help develop and cost business structures and systems as appropriate in response to Headway East London’s 

evolution. 
• To lead on the development of financial and business strategies relating to Headway East London planned 

development projects. 
 

Management and working with colleagues 

 

• To be an active member of the Senior Management Team, helping to set and monitor the organisation’s strategy 
and its achievement. 

• To line manage and support the Finance Manager to lead and develop the finance team. 
• To develop and implement systems and a programme of coaching to enable managers across the organisation 

to take on devolved budget management responsibilities with increasing autonomy. 
• To provide accounts and reports as required to funders and partners. 
• To provide substantial financial management and leadership experience. 
 
Systems and Controls 

 

• To develop, monitor, and ensure the quality of all aspects of financial systems and controls. 
• To ensure all financial control systems and policies are reviewed on a regular basis and properly implemented 

including purchase ordering, banking, creditor payments, debtor collection and payment of grants to schemes 
etc. 
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Statutory Accounting and Data Protection 
 
• To oversee legal compliance and the preparation of annual statutory accounts and returns as required by HM 

Revenue & Customs, Grant Funders, Charities Commission, Office of the Scottish Charity Regulator, Companies 
House and the Pensions Regulator with special reference to FRS 102 and SORP. 

• To work with the auditors to prepare parent company and consolidated versions of the annual accounts to 
ensure the timely submission to the relevant statutory bodies and grant funders. 

• To work with the CEO and Board on the preparation of the Trustees Annual Report and presentation of the 
accounts to the AGM. 

• To act as Company Secretary. 
• To act as Data Controller for the Information Commissioners Office. 
 
Management Accounting, Payroll and Pensions 
 
• To ensure that budget managers receive monthly management accounts to support effective and autonomous 

devolved budget management. 
• Forecast projected outturn for both restricted and unrestricted funds. 
• To lead on the annual budget setting process. 
• To commission or oversee a payroll system, pension provisions and childcare vouchers as relevant for the team. 
 
Commercial Partners 
 
• Monitor the overall effectiveness (cost and quality) of our current legal expenses, public liability insurance and 

benefits advice services via our brokerage partners and advising the CEO and board on any proposed changes. 
• Ensure that the charity acts in accordance with FCA regulation in its relationship with insurers and brokers. 
• Explore further commercial partnerships which may benefit Headway East London or its members and updating 

the CEO on this. 
 

 
 
To apply 

Please submit your CV along with a supporting statement considering (based on all the details in the job description 
and person specification) why you feel you’re the person for us to recruitment@headwayeastlondon.org. Closing date 
for applications is 9.00am 2nd July 2021. Short pre-interviews will be on 12th July 2021, with a half day interview 
process week commencing 19th July 2021.  

 

Headway East London is an Equal Opportunities Employer and we are committed to ensuring that all staff are 
motivated, skilled and rewarded by their work.  We welcome applicants regardless of race, religion or belief, colour, 
national origin, sex, sexual orientation, disability, age and other protected status as required by law. We promote and 
protect human rights; they are the foundation of what we do.   

 

We want to be an inclusive place where a diverse mix of talented people want to come and contribute their unique 
strengths and perspectives.  We are focused on equality and believe that all the fascinating characteristics that make 
us different, make us more able to deliver our life-changing work with passion and creativity. If you would like further 
information about the role and Headway East London, please contact Anna McEwen via email at: 
Anna.McEwen@headwayeastlondon.org or call on 07749 757007. 

 

No agencies  please. 

https://sharedlivesplus.org.uk/shared-living-and-human-rights/
https://sharedlivesplus.org.uk/shared-living-and-human-rights/


DIRECTOR OF FINANCE 
 

 

How you will work 
 
• In a way which promotes diversity, equality of opportunity and anti-discriminatory practice in line with 

Headway’s Equal Opportunities Policy. 
• Operate at all times in a way that is consistent with Headway East London’s legal responsibilities including, data 

protection, health and safety legislation and guidance, seeking specialist guidance where appropriate 
• Work in accordance with Headway East London’s aims and objectives and policies and procedures and to 

promote a positive image of the organisation and its members. 
• Undertake such other duties as may reasonably be required, commensurate with the level of the post. As 

Headway East London is a small organisation, senior staff carry out ‘hands on’ work at all levels where required 
to meet the needs of the organisation.  

 
 



 

Key:       CV:     Curriculum Vitae             I:    Interview             R:    References     SS:      Supporting statement 

Person Specification 

DIRECTOR OF FINANCE 

Criteria 
  

  How identified 

Qualification • Professional accounting qualification (ACA, CIMA, ACCA). CV 

Experience 
and skills 

• Experienced manager with proven financial management skills. 

• Previous charity experience with a good working knowledge of charity 

SORP. 

• Experience of financial regulations, including statutory accounting, 

budgeting, forecasting and cash management. 

• Strong interpersonal skills, able to work well across all levels of the 

organisation. 

• Excellent verbal and written communication skills. 

CV, I 
 
CV, SS, I, R 
 
CV, SS, I 
 
 
CV, I, R 
 
CV, SS, I 

Knowledge • An understanding of brain injury and the philosophy and values 

underpinning our work and the sector. 

• An understanding of the ways in which support for adults can be 

funded, commissioned and delivered, including self-directed support 

and personalised approaches.  

 
CV, SS, I 
 
 
 
CV, SS, I 

 Attitudes • Commitment to empowering people who use services and their 

families, promoting their rights and services which are user-led, 

personalised and self-directed. 

• Demonstrable commitment to working in ways which promote equality 

of opportunity. 

• Leading by example. 

• Commitment to continuous professional development.  

  
  
CV, SS, I 
 
I 
 
I 
I 

Commitment • Ability to work the hours dictated by the needs and demands of the job.  I 


