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Job Title:

Director of Finance & Operations

Job location:

London, UK
Reporting to:

Chief Executive, UK

Direct reports:

Team Administrator 
Job Purpose
The Director of Finance & Operations will be responsible for overseeing the day-to-day operations in the London office, including finance, governance, HR and office administration. The postholder will act as a Deputy to the Chief Executive in her absence.

The charity has been operating since 2007, working with partner organisations and delivering tailored programmes to address the needs of orphans and vulnerable children in Lesotho.   

The organisation is now reaching the next phase in its development, building on its experience to date with a newly developed strategy to maximise Sentebale’s impact on the wellbeing of orphans and vulnerable children in Lesotho. There are three operational organisations:  Sentebale (a UK registered charity and limited company); Sentebale Lesotho (a registered external company) and American Friends of Sentebale (a registered 501(c) 3).

The postholder will be a member of the Senior Executive Team and will play an active role in the long term development of Sentebale. 

Key Responsibilities:

Finance (General)

· Take responsibility for ensuring that the financial processes, systems and controls are operating effectively across all Sentebale organisations in line with best practice of transparency and accountability.
· Develop and communicate to the Board of Trustees detailed annual budgets and consolidated cash flow statements.
· Consolidate financial and non-financial information from Lesotho and US, reporting to the Chief Executive and the Board of Trustees on the status, progress and impact of Sentebale’s programmes.
· Provide monthly management accounts and cashflow reviews against budget

· Prepare and file statutory financial statements, annual returns and liaise with auditors (UK, US, Lesotho).
· Monitor and implement general statutory requirements (e.g. risk assessments, reserves policies etc).
· Maintain all tax registrations and submissions.
· Attend Trustees’ meetings, present on the financial results and advise on financial plans.

· Develop strategy for presentation to the Board for investment strategies for surplus cash.
· Undertake month end financial processes including bank reconciliations and running journals for depreciation, accruals, and prepayments etc for UK and US.

· Liaise with UK payroll agency to ensure accurate monthly payments and income tax submissions.
· Recruit, train, and manage the Team Administrator to ensure all UK financial processing is completed correctly and within deadlines.

Finance (Lesotho)

· Supervise the Lesotho office and their financial processes and monitor monthly reporting. Monitor expenditure and financial controls.
· Remit quarterly transfers to the Maseru office in line with budget requests for partner disbursements and Sentebale initiatives and overheads.
· Assist in the preparation of budgets and the collection and compilation of financial information from partners and beneficiaries.
Governance

· Be the first point of contact for the Sentebale Board of Trustees and sub-committees; co-ordinating and attending meetings

·  Lead the development and co-ordination of effective and integrated processes to manage risks to Sentebale (UK, Lesotho and US).

· Ensure regular reports are submitted from the Lesotho office, including all relevant management information and donor reports are followed up after the meetings. 

· Act as Company Secretary and liaising with external bodies (Charity Commission, HMRC, auditors, lawyers etc) for the UK, Lesotho and US organisations as necessary.
· Monitor compliance processes and controls to ensure all organisations are operating effectively and liaise with lawyers where required.
· Ensure that all contracts (fundraising, partner MOU’s etc) are appropriate and up to date.

Facilities Management

· Ensure that Sentebale’s properties (both in the UK and Lesotho) including offices, equipment etc are managed effectively and a strategy is developed to ensure long term sustainability.

· Ensure all IT, telecommunications and other systems are implemented effectively and develop a strategy to maximise new technology opportunities and cost efficiencies, ensuring environmental implications are considered.

HR

· Oversee resource planning: establishing and maintaining the necessary management team/organisational structure and taking an active part in UK recruitment.

· Lead on the implementation of HR policies both in the UK and Lesotho ensuring that all relevant policies and procedures are maintained and staff are individually managed and motivated (ensuring they have clear objectives and receive meaningful feedback on their performance) and identifying training and development opportunities.

· Supervise the Team Administrator to ensure that all HR records (including H&S, personnel files, holiday, sick leave, policies etc) are updated and accurate.

General

· Contribute to the charity’s strategy and policy development (working closely with the Lesotho office and the Board of Trustees).

· Maintain open and effective communication lines between the UK, Lesotho and US offices.

· Support the team as required in the development of individual programme strategies to include business plans, feasibility assessments and budgets.

· Provide inspiring leadership and management to staff in London, upholding the values and aims of the founding Patrons of the charity.

· At every opportunity, act as an Ambassador for Sentebale, promoting our work with OVCs.

· Any other duties as designated by the Chief Executive and/or the Board and commensurate with the post.
Person Specification:


· Charity experience at a senior level (ideally within international development)

· Knowledge of statutory and regulatory environment for UK charities (US and/or Lesotho knowledge would be an advantage)
· Proactive and prepared to take ownership of planning ahead at both strategic and operational level
· Experience of staff management, within the context of a multi-cultural team and multiple locations

· Understanding and appreciation of the geopolitical context and the issues relating to HIV/ AIDS

· High levels of personal drive and empathy with the charity’s aims and values

· Proactive, problem-solving, practical attitude/ approach; willing to be hands-on

· Comfortable and professional in situations that require high levels of confidentiality or sensitivity
· Ability to demonstrate personal resilience and self-motivation under difficult circumstances

· Good interpersonal and communication skills, combining a sensitive approach with strong networking/ advocacy skills

· Strong analysis and report-writing skills

· ACA/ ACCA qualification
Additional Information:

Hours of Work:
Full-time; Monday-Friday core office hours of 9-5.30pm

Location: 
London, occasional international required
Paid Leave:
25 days plus bank holidays

Salary: 
Depending on experience. Reward package includes pension.

Start Date:
Asap
Closing date:  15th July 

To apply, please send a completed application form to Eleanor@sentebale.org
For more information, please call 0207 499 9667.
Interview Dates:

First Round: Friday 22nd July
Second Round: Thursday 28th July
Background to Sentebale
Founded by Prince Harry and Lesotho’s Prince Seeiso, Sentebale works with grass roots community based organisations to deliver long term help and support to Lesotho’s children.   The Board of Trustees have recently agreed an ambitious five year strategic plan to build on our strengths in Lesotho and to expand our work into additional countries in Southern Africa. 

For more information on Sentebale, please see our website www.sentebale.org 


