
 
 

1 
 

Part-time Finance Manager Opportunity up to 2 days/week 

We are an inspirational and innovative provider of supported internships in Yorkshire working with 

student interns across the city with highly prestigious organisations who are passionate about 

working with young people with additional needs to find their hidden talents and reach paid 

employment. 

 

Vacancy details 

Organisation  The Lighthouse Futures Trust 

Job title  Finance Manager   

Responsible to  CEO 

Location   Cookridge, Leeds with some opportunity to work from home. 

Salary    Up to £ 110 /day depending on experience 

Hours   Up to 15 hours per week over two days. Some flexibility around days 

Contract  Self-employed basis 

 

Role Purpose 

This position is responsible for all aspects of accounting for the Trust. This includes the provision of 
financial and management accounting services, financial analysis, and the preparation of annual 
budgets.  
 

Main Duties 
 

 Producing and analysing management and statutory accounting information for internal and 
external stakeholders in an accurate and timely manner  

 Liaising closely with external suppliers ensuring timely payment of invoices, processing purchase 
invoices, making payments and sending remittance advices. 

 Processing employee expenses and making payments 

 Entering bank transactions and reconciliation of the bank accounts 

 Processing petty cash 

 Entering daily takings sheets for the Keeper Coffee and Kitchen store onto SAGE 

 Producing monthly management accounts 

 Analysis of grant expenditure 

 Producing budgets and forecasting 

 Producing sales invoices  

 Credit Control 

 Managing utilities accounts in order to ensure most cost effective rates/contracts are agreed 

 Undertaking various types of analytical work around the financials to further support the business 
needs and add value  
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Person Specification 
 
We are looking for someone with knowledge and experience of management accounting practices 
and expertise of financial regulations together with a passion for delivering an effective and efficient 
finance service to join our Trust as Finance Manager. 
 
Essential qualities 
 

 Robust knowledge of management accounting practices and  financial regulations 

 Enthusiasm for delivering an effective and efficient finance service to the business  

 Outstanding interpersonal and communication skills in order to be able to engage at all levels 
with a wide range of stakeholders, management team members, colleagues and customers 
within the work environment.  

 Has excellent written and spoken English.  

 Strong working knowledge of Sage and Microsoft Office Packages, especially Excel 

 The ability to analyse large volumes of data  

 AAT qualified 

 Maths and English GCSEs or equivalent 

 Acts with honesty and integrity  

 Good personal time management skills, able to work independently. 

 Has high expectations for quality, an eye for detail and a high standard of personal presentation 

 Is organised and able to manage multiple projects and work assignments with little supervision 
and ensures plans are in place to achieve projects on time 

 Enthusiastic, engaging ‘can-do’ attitude with a friendly and welcoming manner 
 
 
Desirable qualities 

 Experience of work in a charity setting 

 Demonstrates a positive attitude towards the work of the Trust and its ambitious plans 

 Flexible approach to working hours and environment 

 Is polite, professional and friendly at all times with customers, with a calm and patient manner 

 Takes the opportunity to continuously learn and grow with a willingness to undertake further 
training 

 

Further information about us may be found on our website (www.lighthousefuturestrust.org.uk) and 
on the following page.  
 
If you think that you have what it takes to work with us please complete our application form as 
soon as possible and email it to claire@lighthousefuturestrust.org.uk . Please email Claire at the 
same address if you have any questions or would like further information. The closing date for 
applications for this position is  9am on Monday 22 January 2018.    
  
Lighthouse Futures Trust is committed to safeguarding and promoting the welfare of its students 
and expect all staff and volunteers to share this commitment. We are and equal opportunities 
organisation and welcome applications from all qualified and experienced individuals. An 
enhanced DBS check and disclosure is required for the successful applicant.  
  

http://www.lighthousefuturestrust.org.uk/

