Job Description and Person Specification
Job title

Head of Finance and Administration

Date reviewed
Purpose

July 2019
An exciting opportunity to lead the finance and administration
department at Transaid
Chief Executive
A team of one to two people (Finance Assistant and possibly one other
person to be recruited later this year)
London
Full-time
Permanent
The salary will be circa £42,000- £45,000, dependent on experience as
well as 25 days leave per annum and a generous pension scheme.

Responsible to
Responsible for
Location
Post
Period
Remuneration

About Transaid:
As an independent Non-Governmental Organisation, Transaid has been implementing
programmes in Africa for over 20 years with the support of the European transport and
logistics industry. Our programmes provide innovative solutions to some of the key
challenges facing transport and development today. We aim to transform lives through
providing safe, available and sustainable transport, and have two core focus areas: access to
healthcare and road safety and driver training.
Our access to health programmes seek to overcome the day to day challenges experienced
by rural communities in accessing health services, through working with local partners to
implement sustainable transport solutions, developing schemes that provide affordable and
accessible transport to isolated communities.
Our road safety programmes seek to develop and influence the adoption of improved driver
training standards and to build the capacity of trainers in country to deliver good quality
training to reduce the number of road fatalities attributed to driver error and to improve
skills so that the needs of the transport sector in sub-Saharan Africa are met.

To find out more about Transaid visit our website www.transaid.org
Person Specification:
The applicant will be a qualified accountant with experience in the not for profit sector.
They will be fully conversant with accounting for charities (including accrual accounting),
partial exemption VAT for charities, experience of producing management and statutory
accounts and managing a small team.

They will be a member of the senior management team at Transaid, however this role also
requires a hands-on approach being part of a small, efficient team in our London HQ.
They will be highly organised and have excellent attention to detail. They must be a person
of the highest integrity. Excellent verbal and written communication skills are essential. They
will demonstrate a positive attitude and will thrive on working in a small organisation which
has significant influence in its field.
Job Description:
Key responsibility areas and associated tasks:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Maintaining robust and fit for purpose financial controls
Ensure the smooth running of all accounting, financial transactions and evidence
record keeping.
Working with budget holders to prepare annual budgets and quarterly reforecasts
Preparing monthly management accounts for the Senior Management Team and
quarterly reports for the Board, including cashflow forecasts
Managing the audit process and producing annual statutory accounts
Liaising with payroll provider and complying with pensions automatic enrolment
requirements
Preparing quarterly partial-exemption VAT returns
Providing financial information for inclusion in reports to funders/donors
Contributing to Transaid’s strategic development
Managing a small team (one or two staff members)
Ensuring the office is well-managed

Applications:
Please send a letter of application (no longer than 2 sides of A4) along with your CV
explaining relevant skills and what you can bring to this role.
Please email all applications to: info@transaid.org with the subject heading ‘Application for
head of finance and administration – Transaid’
Closing date: Tuesday 13th August 2019
Interviews are likely to take place mid to late August 2019
Note – applicants must have the right to live and work in the UK
No agencies please.

