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Job Description: Head of Finance 
1.  General 

Job Title:  Head of Finance 

Location:  London (with some overseas travel) 

Reporting to:  Director of Operations 

Responsible for: Team of 5 (3.8 FTE) finance staff – 
 Finance Manager x 2 (one 0.6 FTE, one 1 FTE) 
Finance Officer x 2 (both 0.6 FTE) 
Finance Assistant  

Line Manage:  Finance Manager x 2 
 

2.  Organisational Information 

Conciliation Resources 

Conciliation Resources is an independent organisation working with people in conflict to prevent violence and 
build peace, providing advice, support and practical resources. In addition, we take what we learn to 
government decision-makers and others working to end conflict, to improve peacebuilding policies and 
practice worldwide. 

Conciliation Resources was established in 1994 and incorporated in 1996 as a company with charitable 
status. We currently have 45 full and part-time staff members with a number based outside of the UK.  In 
addition, we use a number of consultants and volunteers to support our work. 
 
General Criteria 

Conciliation Resources' staff operate in a spirit of programme partnership, which demands team-work and 
collaborative decision-making, transparency and mutual respect, integrity, personal initiative, creativity, 
political and interpersonal sensitivity and professional discretion. 

 3. Job Overview  

Finance Team 

The Head of Finance sits within a Finance Team providing the full range of financial support, reporting and 
services across Conciliation Resources to support the efficient and effective running of the organisation and 
the delivery of its work. 

Job Purpose 

As the leader of the Finance Team, the Head of Finance will continue the development of the highly capable 
and motivated team responsible for the maintenance of accurate financial records, monthly reporting to 
budget holders, maintaining an effective system of financial control and ensuring the team supports the wider 
organisation on all day-to-day financial management issues.  The Head of Finance is also responsible for 
providing timely and accurate reporting to the Executive Management Committee and the Board of 
Conciliation Resources. 

Key elements in this role are the continued development of the organisation’s financial systems, the continued 
development of the financial budgeting process that supports team’s rolling three year plans and delivery of 
SORP complaint unqualified audited accounts.  The post-holder will ensure that Conciliation Resources 
complies with all necessary obligations in respect of payroll, VAT, corporation tax, Companies House and the 
Charity Commission. 
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Scope and Accountability 

The Organisational Support team provides support to all parts of Conciliation Resources in the areas of 
financial management, personnel (HR) management, fundraising, information and communications 
technology, facilities and organisational communications.  

The Head of Finance reports to the Director of Operations. This is a key role in the continued strengthening of 
the financial capacity of our budget holders, their partners and respective areas of work as well as the 
organisational financial control framework, both leading with, and supporting, the Finance Managers in 
achieving this. 

4. Specific Areas of Responsibility 
 

Finance and Financial System 
 

• Some overseas travel will be required to support programme colleagues in their work with our 
organisational partners and ensuring Conciliation Resources meets donor contractual requirements.  

• Lead the Finance Team in consistently delivering high quality financial support and advice across 
Conciliation Resources, to its partners and contracted consultants to ensure achievement of 
Conciliation Resources’ organisational strategy and objectives. 

• Lead on the development and, with others, subsequent delivery of organisation-wide learning that 
continues to improve the engagement and understanding by budget-holders in financial matters. 

 
Finance Systems 
 

• The Head of Finance has lead accounting responsibility for Conciliation Resources.  This requires 
oversight of the end-to-end financial process around all aspects of Conciliation Resources work 
ensuring expenditure, income, assets and liabilities are correctly accounted for, coded and reconciled 
with financial and the necessary management reporting submitted accurately and on-time. 

• Lead on both sustaining and the continued development of the organisational financial control 
framework through an environment of continuous improvement in all aspects of our financial 
processes, use of the Access accounting system, financial accounting and management reporting.   

• Jointly with the Head of Monitoring, Evaluation and Learning continue to embed all aspects of value 
for money into the delivery of Conciliation Resources’ work. 

• Support others across the Finance Team in their work with and developing organisational use and 
understanding of Access. 

Audit 
• Lead on complying with all statutory, tax and financial requirements, such as SORP.  This will involve 

leading on the preparation of the annual Audit File (including preparation of the schedules to support 
the Notes to the accounts) and working with Conciliation Resources’ external auditor to successfully 
deliver draft accounts to the Annual General Meeting, usually held in May, for signature. 

• Oversee the Finance Team in their work with external auditors on project specific audits.  With the 
Head of Monitoring, Evaluation and Learning, review the findings of each audit, learn from them and 
share with others across Conciliation Resources. 

• Maintain and develop communications with Conciliation Resources’ Treasurer joining quarterly, or 
more frequent as required, meetings with the Treasurer and the Director of Operations, and other 
Board members and members of Conciliation Resources executive team. 

Financial Management, Reforecasting and Reporting 
• Lead the quarterly reforecasting process at the end of March, June and September. 
• Lead on training partners in financial processes and procedures and explaining donor reporting 

requirements. 
• Lead on the management of Conciliation Resources’ annual and rolling budgets / reforecasts, 

organisational cashflow, providing monthly management accounts, analysis and recommendations to 
the Executive Management Team and quarterly to the Board. It will involve a close working 
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relationship with the Head of Partnerships and Development to provide an integrated and holistic view 
of organisational finances. 

• Lead on the Finance team’s part of the Organisational Support team’s quarterly report to the 
Executive Management Team. 

• Oversee the production and submission of on-time accurate reports to Conciliation Resources’ donors 
ensuring budget holders manage their budgets and meet their contractual obligations. 

• Oversee the production of monthly financial information for budget holders reviewing the minutes 
prepared by the Finance Team following each monthly meeting between the budget holder and 
members of the Finance Team.  

• Support the Director of Operations through proactive identification and management of financial risks 
and providing appropriate coaching and mentoring support to budget holders and team members. 

• Support the Head of Monitoring, Evaluation and Learning on organisational reporting to strategic 
donors and managing and monitoring the associated expenditure ensuring appropriate and accurate 
identification in the accounting system. 
 

Budget and Proposal Support 

• Lead, supported by the Finance Managers, the budgeting components of the three-year rolling 
planning process 

• Support both Finance Managers in their work on preparing budgets for funding bids and ensure 
appropriate levels of cost recovery are included in successful funding proposals. 

• For complex funding transactions lead on producing appropriate structures which support the design 
of the proposed programme of work and mitigate organisational financial risk.  This will involve a close 
working relationship with the Fundraising team and the Head of Monitoring, Evaluation and Learning 
to provide advice and guidance to budget holders. 

• Be responsible for approving aggregate budgets up to £750,000 that form part of any funding bid, at 
all times seeking to secure the target core cost recovery rate which is updated from time to time. 

• Lead on the financial development of the Organisational Support team during the annual planning and 
subsequent reforecast process.  The overall organisational process is led by the Head of Monitoring, 
Evaluation and Learning. 

Team Management Responsibilities 

• Responsible for the line management and professional development of direct reports, holding regular 
1:1 meetings undertaking a half-yearly and annual appraisals and keeping the HR Information System 
up to date. 

• Making sure all team members have regular 1:1 meeting, half-yearly and annual appraisals and that 
they are all recorded in Conciliation Resources’ HR information system. 

• Support and encourage the Finance Team in building knowledge and understanding of all aspects of 
its work ensuring there are appropriate levels of skills and knowledge cover at all times. 
 

External Representation 

• Represent Conciliation Resources externally by engaging effectively with donors, peer 
organisations/partners and stakeholders. 

• Maintain contact with Conciliation Resources bankers, investment managers, pension adviser, 
insurance agents and auditors on a regular and as needed basis. 
 

Other Responsibilities  

• Lead regular Finance team meetings. 
• Participate in internal meetings and organisation wide meetings and initiatives. 
• The post-holder may also assist in staff recruitment processes. 
• Perform other duties and tasks, consistent with the skills and expertise of the post-holder, as required 

in non-routine circumstances. 
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5. Person Specification 

Knowledge 

• In-depth and advanced knowledge of all aspects of financial management and reporting in a complex 
organisation receiving donor funds from diverse sources on a combination of short and long-term 
contracts from donors such as the European Union, UK Government and Swedish Sida. 

• A professional qualification (or equivalent through experience) in a relevant subject area with a detailed 
knowledge and understanding of the requirements of producing accounts under the Charity SORP as 
well as meeting the financial reporting requirements under company law. 

• Understanding, use and development of a financial control framework for strengthening organisational 
transparency and accountability. 

• Knowledge (or experience) of SQL, Crystal Reports and / or writing stored procedures would be a distinct 
advantage. 
 

Experience 

• Considerable experience of handling financial transaction processing through to the production of trial 
balances and schedules ready for external auditing as well as oversight of others handling similar work. 

• Considerable experience in financial management as part of a complex team in a large organisation or 
working in a finance function of a complex smaller organisation.  This will have involved management of 
an organisational / complex team budget, analysis and reporting to executive management and / or 
Board. 

• Experience of both handling and overseeing financial reporting to institutional donors. 
• Considerable experience in using cost recovery models to support budget holders and the fundraising 

team when preparing successful funding bids to donors such as the EU, Swedish SIDA, UK Government 
and / or USAID. 

• Considerable experience of using, and managing others using, a complex accounting system – 
Conciliation Resources currently uses an externally hosted accounting system, Access. 

• Considerable experience of both leading, and supporting others, on the delivery of change at all levels. 
• Proven experience of successfully managing a team or a number of staff. 
• A proven track record of leading on the design, implementation of, and ongoing support to financial 

processes, that translate into organisational change and different ways of working.  
• Experience in delivering training on complex issues in a clear and understandable manner and the 

provision of capacity building support with different stakeholders and local partners. 
 
Skills 

• Strong financial, numeracy and Excel skills including accuracy, attention to detail and the ability to 
operate complex financial systems. 

• Excellent skills in planning, developing and implementing financial systems that have an organisational 
wide impact. 

• Ability to handle a complex and varied workload and meet demanding deadlines. 
• Excellent verbal and written communication skills in English with the capacity to listen actively to people 

from varying backgrounds having a range of political, cultural, and value orientations.  A second 
language such as French would be an advantage. 

• Able to work in a team as well as independently and with the proven ability to make decisions efficiently 
and at the same time knowing when to consult. 

• Be able to inspire, educate, motivate and influence others. 
• Ability to analyse data and communicate complex issues in a clear and engaging manner to a range of 

audiences. 
• Evaluative and innovative thinking skills and judgement to formulate, communicate and coordinate 

organisation-wide strategy, vision and direction. 
• Good political judgement, including an appreciation of how to handle sensitive and confidential issues.  
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