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1. About the United St Saviour’s Charity

The United St Saviour’s Charity was founded in 1540.   

•
We manage 52 almshouses in Purley and a further 20 almshouses in Hopton Street, Southwark,

•
We gave grants of £500,000 this year to help organisations to support people in need in Southwark, 

•
We have assets of about £12 million on the stock exchange and a further £13 million of property.  We have an income of about £1 million a year.

This is an exciting time to join St Saviour’s.   We have recently become corporate trustee of Hopton’s almshouses which were built in 1752.   We are consolidating our property holdings in Southwark and improving our property at 1-13 Park Street.    Over the last two years we have doubled our grants budget.   
 2.
About this Role

This role has three main parts.

First, you will be the Charity’s finance officer responsible for setting the budget, producing management accounts, drafting annual accounts, keeping all financial records, paying invoices, running payroll and submitting pension and HMRC returns.  

Second, you will be the Charity’s grants officer responsible for creating new projects, recommending grant criteria, recommending which applications are approved, visiting projects and monitoring projects. 

Third, you will be the deputy for the Director, acting as an ambassador for the Charity and helping to lead it in new directions.  
More information about the United St Saviour’s Charity, including our annual accounts, is available on our website www.ustsc.org.uk
3.
Pay and Conditions

The pay is £33,125 a year.   There is a pension scheme where the employer pays 6% and the employee a minimum of 5%.     
The job is offered on a full-time basis (5 days a week) but there is the option of working  four days a week. 

The job will be located at St Saviour’s House, 39-41 Union Street, London SE1.

4.
How to Apply

To apply please send us:

•
a statement of no more than 300 words setting out how you meet the person specification, and

•
a c.v. of no more than two pages including the names, phone numbers and e-mails of two people who can give you a reference.

•
A completed equal opportunities scheme.

These should be emailed to jim.wintour@ustsc.org.uk.   If you have any questions you can ring Jim Wintour or Michael Juffs on 020 7089 9014, but no further documents will be issued.   
The closing date is Monday 16 January 2012 at 9.00am.   
Interviews are likely to be held on Thursday 19 January 2012. 
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	Job Title:
	Operations Manager (Finance and Grants Manager)


	Reports to:
	Director 


	Responsible for:


	No staff

In the absence of the Director, responsible for all staff who report to the Director 



	Location:


	St Saviour’s House, 39-41 Union Street, London SE1 1SD or elsewhere in London SE1 as directed



Job Purpose:

· To manage the Charity’s operations, particularly grant making and finance, but also  property management and maintenance, investments and the provision of quality housing for people over 60 on limited means, as specified by the Director 
· To provide support and opportunities to people in need in North Southwark and Bermondsey, by helping to implement the Charity’s Strategic Plan
· To reflect the Charity’s values that everything we do is driven by a commitment to fairness, openness and compassion
Main Duties: 

Finance

1. To maximise income, minimise costs and deliver value for money.   To prepare and monitor an annual budget, as specified by the Director, alerting the Director to any financial issues as they arise.    To deal with day to day receipts and payments of the Charity.   To ensure that bookkeeping and accounting records of the Charity are maintained, to take responsibility for record keeping, to maintain the banking systems and to produce quarterly management accounts and annual accounts on time.
Grants

2. To provide assistance to the Director in all matters relating to grants and loans, including assessing grant and loan applications, generating ideas for new projects, enhancing performance and monitoring grant-aided projects.

Human Resources

3. To maintain personnel records ensuring that these are kept satisfactorily and confidentially.   To administer salary payment arrangements and the provision of taxation and other returns

Implementation

4. To implement the Strategic Plan by managing specific projects and work streams.   To assist in arranging for signature and storage of legal documents; to arrange for storage of exiting records.  To assist the Director in ensuring that the Charity’s computer system functions satisfactorily and that adequate back-up arrangements are maintained.

Servicing Committees

5. To assist with the production of papers for meetings of the Board of Trustees, to lead on the servicing of specific committees (particularly Grants and Finance)  as directed, to take minutes at committees and to implement decisions taken by the Board and committees.

St Saviour’s Court and other Sheltered Housing Schemes
6. In the absence of the College Senior House Manager, to assist the Director, in overseeing the maintenance and management of St Saviour’s Court, Hopton’s Charity and other sheltered housing schemes, monitoring larger items of expenditure, recovering costs from the residents and assisting residents to obtain housing benefit or universal benefit. 
Investment Property

To maximise the Charity’s income from commercial and residential property, by ensuring that rents and service charge are invoiced and collected promptly, by arranging appropriate and adequate insurance, by ensuring that tenants and occupants comply with the terms of their lease, by arranging timely rent reviews, by initiating and monitoring refurbishment and development, and by generally assisting the Director with the commercial and residential property portfolio.   

Liaison with Other Organisations

7. To assist the Director in liaising with organisations within and without the Area of Benefit, including dealing with location filming where the Charity’s properties are affected

Deputising for the Director

8. To deputise for the Director on all matters including human resources, grants, St Saviour’s Court, investment property, and investments in stocks and shares.

Other Duties 
9. To undertake any other reasonable duties specified by the Director not specifically mentioned elsewhere in this job description.
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	Job Title:
	Operations Manager
	

	
	Essential Criteria
	Desirable Criteria

	Knowledge
	
	1. A Finance Qualification.  

	
	
	2. Knowledge of grant giving

	
	3. I.T. literate including Word and Excel.
	 Knowledge of Sage and  WordPress IT systems

	
	
	4. Knowledge of Southwark

	Experience
	5. A track record of delivering results
	

	
	6. 6. Experience of finance and housing benefit
	

	
	
	7. Experience of grant giving

	Skills and Ability
	8. Ability to work as part of a team and get on with a wide range of partners, particularly voluntary organisations and residents
	

	
	9. Innovative

	

	
	10. Committed to fairness, openness and compassion
	


United St Saviour’s Charity 
Equal Opportunities Form
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We believe in equal opportunities.

We want to make sure that we are an equal opportunities employer in practice, which is why we want to monitor our recruitment procedures. We will separate this part of the form from the application form. It will not form part of the selection process.

Please put a cross in the appropriate place. 

1. Ethnicity

Please state what you consider your ethnic origin to be. Ethnicity is distinct from nationality and the categories below are based on the 2001 Census in alphabetical order.

	Asian
	Black
	Chinese or other ethnic group

	( Indian
	( Caribbean
	( Chinese

	( Pakistani
	( African


	( Any other ethnic group (please write in)

	( Bangladeshi
	( Any other Black background 
	

	( Any other Asian background
	(please write in)
	

	(please write in)


	
	

	Mixed
	White
	

	( White and Black Caribbean

( White and Black African
	( English

( Irish

( Scottish
	( Rather not say

	( White and Asian


	( Welsh
	

	( Any other mixed background 

(please write in)
	( Any other White background

(please write in)
	

	
	
	


2. Age: ______________

( Rather not say

3. Disability

The Disability Discrimination Act 1995 (DDA) defines a person as disabled if they have a physical or mental impairment which has a substantial and long term (i.e. has lasted or is expected to last at least 12 months) adverse effect on one’s ability to carry out normal day-to-day activities. This definition includes conditions such as cancer, HIV, mental illness and learning disabilities. 

Do you consider yourself to have a disability according to the above definition?

( Yes

( No


( Rather not say

4. Gender

	( Male


	( Rather not say
	Transgender

     ( F to M

     ( M to F

	( Female
	
	


5. Sexual orientation

How would you describe your sexual orientation?

	( Bisexual 
	( Gay man
	( Heterosexual or ‘straight’

	( Lesbian
	( Other
	( Rather not say


Thank you for your help.

Please return to jim.wintour.juffs@ustsc.org.uk


Jim Wintour, Director, United St Saviour’s Charity, 39-41 union Street, London SE1 1 SD        
 Tel. 020 7089 9014 
Job Advertisement

United St Saviour’s Charity, Southwark

Finance and Grants Manager

c. £30,000 a year

Details can be downloaded from www.ustsc.org.uk
Closing date 16 January 2012
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