Beannachar Camphill Community
		      Job Description –[image: A logo with a black background

Description automatically generated]Business Manager
	
[bookmark: _Hlk90912825]


About us:		

Beannachar Camphill Community

“A place to live, work and belong.”

For over 30 years social care charity Beannachar has been supporting young adults with learning disabilities to develop work skills, improve health and wellbeing, become independent and reach their fullest potential through the provision of a training centre and residential care.
Based across a peaceful 28-acre site the Beannachar community now comprises more than 100 people including over 30 young adults with additional support needs, staff and gap year volunteers. At the heart of Beannachar is a commitment to mutual care and respect for each other and the environment.


Title of Post:		Business Manager

Place of Work:		Beannachar Camphill Community
South Deeside Road, Banchory-Devenick
Aberdeen AB12 5YL

Responsible to:         	Head of Care

Reports:		Finance 
			HR and Office Management Administrator
			Facilities/Maintenance Team


Hours of Work: 	Up to 40 hours per week 
Type of Contract	Permanent 
Pay:  			Salary negotiable based on experience

Job Summary:   

The Business Manager is responsible for leading and overseeing the financial and operational functions of, including finance, HR, IT, facilities, estates, administration, and governance. Working closely with the Head of Care and the Board, the role provides strategic financial leadership, budget management, compliance oversight, and operational support to ensure the organisation runs effectively and sustainably. The post holder is accountable for financial planning, reporting, risk management, statutory compliance, and supporting funding and service development initiatives. In addition, the role ensures robust health and safety systems, efficient facilities management, and strong organisational processes that support high quality residential and day care services aligned with Beannachar’s values and charitable objectives.

Purpose of the role: 

[bookmark: _Hlk130212092]The Business Manager has oversight of the financial and operational functions of Beannachar with overall responsibility for finances, facilities, and HR, IT, Data, Office management and administration. This role requires a blend of financial expertise, strategic thinking, and operational management skills.  The Head of Care and Business Manager work collaboratively to contribute to the strategic leadership of the organisation. 
The postholder will ensure the company's finances are managed effectively, while also managing facilities and services that support the Beannachar’s core residential and day care service provisions.  

Key Areas of Responsibility:

1. Leading and line managing the HR, Facilities, Estate and Finance teams to successfully meet the needs of Beannachar. 
1. Working in partnership with the Head of Care and reporting to the board on financial strategy, scenario planning, capacity planning, cost and financial analysis and implementation to facilitate informed decision making
1. Supporting bid submissions, funding applications and report to funders. 
1. Oversight of H&S systems, regulatory Compliance & Quality Assurance

Specific responsibility for organisational Finance Function
1. Prepare the annual budget as well as quarterly forecasts, including where relevant scenario analysis. Monitor the organisation’s performance against these budgets and forecasts in conjunction with the Head of Care and Finance member(s). 
1. Prepare and provide advice and insight on quarterly financial management information reports to Board of Directors. 
1. Develop, improve and maintain robust and effective systems, policies, procedures and exercise control for all finance elements, accounting and payroll processes. 
1. Delegate and oversee day to day & quarterly bookkeeping activity.
1. Manage the annual accounts preparation and audit process in conjunction with the Finance team and company accountants/ auditors, ensuring that statutory accounts are produced within required deadlines and appropriate documentation is retained. 
1. Maintain relationships with external third parties including the auditors, banks and commissioners / funders. 
1. Work with the Head of Care and Boards to ensure appropriate financial risk assessments are performed and appropriate processes implemented. Lead role for servicing and reporting to the Board’s Finance Committee. 
1. Project and Fundraising 
1. Prepare and report on project budgets as well as project level financial reporting. 
1. Support development of project business plans, financial projections and analysis, 
1. manage financial compliance with project contracts. 
1. Provide financial information and advice to operational managers and staff to support them to develop the performance of service delivery. 
1. Participate in project finance meetings with funding bodies, alongside the Head of Care as needed. 


Specific responsibilities for HR and Office Function 

1) Delegate and oversee the day-to-day business support responsibility to the HR administrator for the effective development and implementation of HR, IT, Data and Office Management processes. 
2) In conjunction with the IT contractor ensure that appropriate IT systems, resources, skills and controls are in place across Into Work’s services. 
3) Ensure cyber security and Cyber Essentials accreditation. 
4) Provide advice on new IT resources to implement and oversee their deployment. 
5) Oversee the procurement and management of the organisational communications and IT network, including mobile devices and computers, ensuring a robust IT contract is in place and the IT systems & equipment are efficient and effective across Into Work. 
6) Ensure that HR and employment policies, procedures and practices are compliant and fit for purpose; that these are accessible to all and are implemented consistently across the organisation. 
7) Facilitate access to HR administration and ensure that all employment administration is accurate and accessible. 

Specific responsibilities for Facilities & Estate Function
1) Supports Facilities & Estates maintenance teams, residential houses coordinators and workshops leaders with maintaining the highest standard of cleaning and general maintenance within the building, including managing third party contractors accordingly.
2) Oversight of Vehicles fleet management 
3) Conducts regular inspections of premises including car park and waste storage, conducting first line diagnostic/corrective maintenance when and where required.
4) Supports with financial performance and spending analysis/control.
5) Fosters long term partnerships with colleagues and Facilities Management contractors and colleagues to increase and retain excellent working relationships.

Health and Safety Regulatory Compliance & Quality Assurance

Maintain oversight of Beannachar’s H&S systems as detailed on @Safetynet, to ensure workplace safety, compliance with regulations, and promotes a culture of health and safety among employees.

Governance 
1) Attend, lead and contribute to relevant internal and external meetings relating to organisational governance including Board meetings, and Finance Committee meetings in conjunction with the Head of Care. 
2) Ensure timely submission of Companies House and Office of the Scottish Charity Regulator (OSCR) Returns and such other returns as may be required by Government bodies, funders and partners. 
3) Co-ordinate the risk registers in conjunction with the Head of Care.
4) Update the company Finance & Governance Policy and Procedures, keeping abreast of legislative changes and highlighting areas for review. 
5) Coordinate and contribute to the development, review and maintenance of the company’s policies, procedures, strategy and practices in conjunction with the Care 
6) Services Manager and external bodies where appropriate (HR contractor, auditor etc). 
7) Provide advice on opportunities for process improvement across the organisation. 

Other Responsibilities

The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by any changes in the role other than those given in the job specification. 

The duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and would not themselves justify reconsideration of the grading. As a result of such variations, it will be necessary to update this job description from time to time. 

To meet operational and care requirements, the postholder may be required to participate in on-call arrangements and undertake additional duties not expressly detailed within this job description. Such duties will be appropriate to the role and necessary to support the wellbeing, safety, and care needs of students/residents and the effective running of the service.




Requirements and skills

	
Person Specification for Business Manager

	

Essential
	


Desirable



	Qualifications and Knowledge: 
	Extensive knowledge and experience of financial and business management, systems, processes and policies, including governance, IT, HR, office management. 

Management accounts and payroll. 
	Professional qualification and membership of professional body. Either full or part finance qualified. 

	Skills: 
	Bookkeeping systems. 
XERO or other accounting software. 
Overseeing or processing payroll. 

	Proficiency with MS Office (Excel, Word, Outlook, etc.) – strong excel skills key. 
Excellent financial analysis skills to examine financial consequences of proposals and plans. 
Ability to think creatively. Ability to communicate clearly. Presenting complex financial information to support decision-making. 
Leadership and management skills. 
Business planning and Financial Strategy. 
Competent with a range of IT Systems.

	
	Experience of supervising or managing business support functions in particular HR, IT and facilities management. 
Experience of all aspects of financial management, annual & management accounts, cashflow, reporting, development of budget and financial decisions, investments, reserves. 

	Financial experience at a senior level. 
Previous experience of working in the voluntary sector environment. 
Experience of charity finance. 
Previous experience of working at a Finance Manager level. 




Personal Qualities:
· Committed to contributing to an inclusive community striving for the best outcomes for young adults with additional support needs 
· Calm demeanour and able to form good rapport with students, families and stakeholders
· Committed to continuous professional development 
· Flexible to meet the needs of the organisation 

This job description is intended to provide a general statement of the major tasks and activities of the job. It is not an exhaustive list of all its detailed duties.
As a term of your employment, you may be asked to undertake any other such duties as may reasonably be required by you and that are broadly consistent with the job. 
Business Manager
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