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Job Description 
 

 
Job Title:   Head of Finance 
 
Location of job:    Martley, Worcester 
 
Post holder reports to:   Chief Executive Officer  
   
Reporting to post holder: Operations Coordinator 

 
Overall purpose of the job:  

 

 To ensure financial leadership of Severn Rivers Trust and Severn Rivers 
Ecology Limited as a key member of the Management Team.  

 Advising the Trustees, Chief Executive and Management Team on financial 
strategy and its impact on the Trust’s charitable objectives, financial planning, 
budgeting and forecasting, statutory reporting, team building. 

 To act as the Company Secretary - a key role for the organisation. 

 
Salary £40,000 per annum pro rata (plus pension at 7% 

rising to 9% in two years)  
 
Position type Part Time (2.5 days per week) for 24 months 

(extension possible depending upon future 
funding) 

 
Working hours 40 hours per week pro rata (20 hours per week) 
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Introduction to the Trust 
 
The Severn Rivers Trust is a proactive and adaptable organisation. Our motto is “We 
get our feet wet”. The Trust is the only organisation that undertakes works across the 
entire River Severn Catchment in both England and Wales. We are therefore in prime 
position to be a lead player in the future management and restoration of activities on 
the river. This provides extensive opportunities for the Trust as well as logistical 
considerations that are addressed throughout our 2019-2024 Strategy period through 
a well-supported structure.  
 
Since the Trust’s inception in 2008, the team, our outputs and reputation have all 
grown considerably putting us in an influential position within the region, nationally, 
and more recently, internationally. We are an organisation seen by others to be able 
to achieve and to make a difference for the environment and its communities. 
 
The Trust’s growth has led to the need for an active Strategy to meet our charitable 
objectives and the overall Vision that The water and wildlife of the River Severn 
and its tributaries are thriving and people will value and care for their river.  
 
The Trust will achieve our Vision by working at a River Catchment Level, being 
inclusive with all members of the community to ensure suitable and sustainable land 
and water management is undertaken alongside the restoration and protection of 
habitats and wildlife. This Mission is led by our Guiding Principle of working at a 
River Catchment Scale.  
 
In the first ten years of the Trust we have been very successful in undertaking works 
across the catchment from fish passage improvements and land management advice; 
to working with schools groups to citizen science.  
 
The Trust’s new five year Strategy has resulted in the creation of four Strategic Aims 
to achieve the Mission over the next five years. These aims are: 
Clean and adequate quantity of water 

We work cooperatively with land managers/owners to improve water quality and 
manage water more efficiently to the benefit of people and nature 

Healthy rivers for fish and other Wildlife 
We work to protect and enhance the diversity of native species within resilient 
habitats, in particular healthy, recovering wild fish populations 

People value rivers and take action 
We undertake interactive, fun and informative activities that encourage 
appreciation, engagement and involvement with their local river  

A Sustainable Trust 
We are a robust, well-governed organisation with a secure financial and legal 
future and with suitable resources to achieve the mission of this Strategy 

 
To ensure that the Trust meets its strategic aims, and the requirements of our 
funders and supporters, we require a Head of Finance to support the Board, 
Management Team and officers on the ground. 
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Main duties of the post  
 
Finance and Accounting 

 Responsible for overseeing all financial management and systems for the 
Trust 

 Manage the Trust’s cash position and banking, budgeting and financing 
 Interpret accounts, year-end accounts, income, expenditure and cash flow 

forecasts and monthly management and P&L accounts in an effective and 
timely manner, and produce relevant reports.  

 Supervise the preparation of the Trust’s audited financial statements and 
liaise with external auditors 

 Interpret financial information and support with financial breakdowns and 
claims for funders and project partners.  

 Maintain accurate and up-to-date financial records and comply with all 
statutory and regulatory requirements, including charity regulatory bodies in 
England and Wales, and HMRC, including responsibility for the Trust’s tax 
and VAT position  

 Check, sign off and monitor project and annual budgets and forecasts in 
liaison with Operations Coordinator, project managers, Heads of Department 
and CEO.  

 Oversee the financial position of Severn Rivers Ecology (not-for-profit trading 
subsidiary) and inter-company transactions 

 Manage the Trust’s assets, including arranging relevant insurances.  
 Work closely with the Operations Coordinator to prepare a Financial 

Procedure Manual and policies including good financial controls (e.g. 
spending limits and authorisation of payments), procurement and record 
keeping for all projects. 

 Maintain the Trust Risk Register 

 
 
Company Secretary 

 Ensure that the Trust complies with regulatory requirements of Companies 
House and the Charity Commission including the use of restricted and 
unrestricted reserves 

 Advise the Trustees on legal structure, constitution and governance issues 
taking external advice as appropriate 

 Responsible for ensuring timely and accurate staff payments including payroll, 
National Insurance contributions, tax, pensions and personal expenses. 

 Complete statutory returns as relevant e.g. Charity Commission, ENTRUST 
and Companies House.  

 Monitor changes in relevant legislation and the regulatory environment and 
report to CEO/Trustees. 
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Other Duties 

 To be a key part of the Trust’s Management Team helping to direct the Trust 
towards meeting our objectives 

 Become a central part of the Trust’s Project Development Committee 
 To liaise with funders 

 
In addition to the above you are required to carry out such other duties and/or tasks 
as are required from time to time for the efficient operation of the Trust.  You are to 
carry out such additional duties upon reasonable request from your line manager or 
anyone authorised to act on their behalf.  

 
In addition to the duties and responsibilities listed, the post holder shall lead by 
example, ensure your team take responsibility for the safety of colleagues, 
volunteers, themselves and others. You shall comply with Severn Rivers Trust’s 
Health & Safety and Safeguarding policies and defined standards.  
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Person Specification 

 

 

 

 

Category Requirements Essential/ 
Desirable 

Qualifications/ 
training 

Professional qualifications 
 
Membership of a relevant organisation 
 

Essential 
 
Very 
desirable 
 

Experience Experience of reporting to a board of directors or 
trustees 
 
Several years in a financial capacity for a charity or not-
for-profit organisation of comparable or larger scale 
 
Experience of managing a team 
 
Experience of EU and government funding and claims 
audit 
 

Essential 
 
 
Very 
desirable 
 
Desirable 
 
Desirable 
 
 

Skills/ 
knowledge 
 
 

Able to link financial position to future strategy  
 
Able to influence and communicate at a senior level 
 
Familiarity with contractual and legal issues relating to 
funding,  employment and charity status 
 
IT skills for email, web, Office and familiarity with 
accounting software (preferably Xero) 
 
Familiarity with charity accounting and preparation of 
financial statements 

Essential 
 
Essential 
 
Essential 
 
 
Essential 
 
 
Desirable 

Personal  
qualities 
 
 
 
 
 
 
 
 

Ability to inspire confidence in trustees, colleagues and 
accounts team 
 
Feel comfortable in a small organisation with  limited 
resources and find effective solutions to issues 
 
Play an integral, proactive part of a Management Team 
that meets the expectations of the Trustees 
 
Understand and empathise with the environmental 
aspects of the Trust’s projects 
 

Essential 
 
 
Essential 
 
 
Essential 
 
 
Desirable 
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General Notes  

This post is based at the Severn Rivers Trust Head Office in Martley. Travel around 
the Severn Catchment may be necessary, in particular to our satellite office in 
Welshpool, therefore a current driving licence and access to a vehicle is essential. 

This position may from time to time require work during some evenings, weekends 
and public holidays to meet the needs of the post. A time-off in lieu system is 
operated by the Trust. 

We expect you to carry out your job responsibilities in an environmentally aware 
manner, ensuring as little damage to the environment as possible. Our aim is to 
ensure all resources are utilised effectively and efficiently. You will be expected to 
apply ‘sound value for money’ principles and follow green procurement guidelines in 
undertaking purchasing or supply of goods and services. 

In the Severn Rivers Trust volunteers are a major resource and make a vital 
contribution to the Trust’s aims to take action for the conservation and protection of 
the River Severn and its environment. You will be expected to encourage, develop 
and support volunteer involvement in the project and our work. 

Application Process 

Please send any queries for this post to mike@severnriverstrust.com including the 
job title in the subject. 

To apply for this role please forward a covering letter outlining your reason for 
applying for the post and how you meet the requirements for the role (2 sides max) 
and a full CV to admin@severnriverstrust.com  

Deadline for applications – Monday 17th June 2019 

Interviews for this post will take place at the Severn Rivers Trust Office in Martley, 
Worcestershire on Tuesday 25th or Wednesday 26th June 2019 

Please note, due to limited resources you will only be contacted should you be 
successful in gaining an interview. We would like to thank you for your interest in this 
position. 
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