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Background 

Union Chapel, is a unique multi award-winning performing arts venue, with a global 

reputation for international cultural events engaging diverse audiences. For 30+ years 

events have been our lifeblood and income, annually engaging 100,000+ visitors through 
250 events.  

And Union Chapel is more than a venue. A Grade I listed Gothic architectural jewel, it is also 

home to charities tackling homelessness, social justice, empowering local communities with 

creative groups, training and employability programmes for local communities. Profits from 

events substantially support our vital charitable work with local communities and we are a 
model of good practice for community engagement.  

When Union Chapel closed as a venue in March 2020, Union Chapel pivoted our spaces to 

become a COVID community emergency hub, maintaining and escalating our work for the 

hardest hit, setting up a foodbank, outreach, befriending services and support packs for 
those most in need. 

This role joins Union Chapel Project (UCP) and the Union Chapel family at a critical time as 

we look forward towards a bright, bold, exciting future as a leading ethical venue and centre 
for all, where culture, community, heritage and social justice come together in union. 

 

 

   
Recent events and film shoots include with GQ Heroes, Damon Albarn, Arlo Parks 

 

   

 



 

About the role 

The Head of Finance & Resources is a key member of UCP’s Leadership Team, responsible 

for financial management, business systems, IT and HR for the charity and its subsidiaries.  

Alongside the CEO and wider Leadership Team, the role will lead on developing the strategic 

financial and wider resource goals for the organisation, ensuring viability in line with the 

mission, aims and values. 

The successful candidate will be a proven finance leader with experience of all the main 

elements of running a finance function, including management and statutory accounts 
production, budget setting, forecasting, cashflow management and reserves monitoring.   

How to apply  

Please apply with your CV and a covering letter, of no more than two pages, outlining your 

skills and experiences to meet the requirements of the role, why you want to work for Union 
Chapel Project and your availability to start. 

Please apply via Prospectus here - https://jobs.prospect-us.co.uk/jobs/details/hq00179981 

Closing date: Sunday 9th January 2021, 9am 

Interviews:   TBC 

Equality and Diversity 

We are working to become an organisation that is representative of our local community, 

and want to recruit people from a range of backgrounds who reflect the diversity of our 

community. We particularly encourage applicants who are currently under represented in 

our board, workforce and wider sector. This includes but is not limited to candidates who 

identify as being from Black, Asian and other ethnic backgrounds from the global majority, 

and candidates who identify as being disabled. We also particularly welcome applicants with 

their own lived experiences of the challenges we aim to address. 

Remote working considered, with regular in-office presence  

Please complete our Equal Opportunity Monitoring form and email it to 

recruitment@unionchapel.org.uk It will be treated in confidence and will not be seen by the 

staff directly involved in the appointment. 

 

 

    
Union Chapel’s Supported Employment Programme, workshops with community partners, and Community Leaders programme 

 

Job Description 

https://jobs.prospect-us.co.uk/jobs/details/hq00179981
mailto:recruitment@unionchapel.org.uk


 

Job Title:  Head of Finance & Resources 
Responsible to: Chief Executive Officer 
Line Manager to: Finance & Payroll Officer, Operations & Administration Coordinator 
 
Purpose of Job: Responsible for managing the finance, HR, IT and business systems for 

Union Chapel Project (UCP) and its subsidiary Union Chapel Directions 
(UCD) and The Margins Project (UCM).  

 
Terms:  Full time 37.5 hours per week. (flexible hrs considered for right 

applicant) 
Six month probation and three months’ notice.  
Some evening and weekend working required. 

 
Salary: £45,000-£50,000 depending on experience and knowledge 
 
 
FINANCE 

• Oversee overall financial management, planning, systems and controls 

• Prepare management accounts, financial modelling of key projects to support 

organisation-wide planning  

• Develop management information to fulfil both internal, staff and board, and external 

requirements 

• To ensure the day to day accounting operates in line with the financial controls and 

procedures and that all financial information is accurate and timely 

• Identify areas for improvement in financial systems and processes, and work with 

the wider team to deliver and maintain those processes across the organisation 

• Oversee payroll, pension management and advise on related compliance 

• Support other teams as required, including preparation and cost analysis of funding bids and 

tenders 

• Devise a central fundraising budget  and department budgets and provide training to 

empower staff to manage and report on budgets appropriately and accurately and 

within remit 

• Work with the Head of Development to ensure delivery and appropriate monitoring 

against agreed budget/forecast 

• Ensure that all HMRC and tax returns are made promptly and accurately 

• Prepare accounts for year end in accordance with the Charities SORP and liaise with 

Auditors and Treasurer to ensure smooth and timely audit 

• Manage the relationship with finance-related contractors to ensure value for money  

• Ensure all accounting policies, systems and records are in compliance with general 

GAAP, the Charities SORP and all current laws and guidelines 

 

HR 

• Advise managers on the process and procedures relating to the management of staff 

• Produce staff contracts and keep staff records and job descriptions up-to-date with 

legal and regulatory requirements 

• Oversee a salary benchmarking exercise and make recommendations to the Board 

about remuneration levels and staff training  



• Work with the Leadership Team and Operations to review and revise staff support, 

wellbeing and feedback processes, to develop a culture of best practice around 

employee wellbeing and empowerment 

• Ensure UCP is working towards Diversity Action Plan aims around staff recruitment 

and retention 

• Manage the organisation’s Auto-enrolment pension scheme 

 

SYSTEMS, IT & RESOURCES 
• Ensure staff have effective and efficient IT support and equipment through 

management of our outsourced IT provider and regular review of asset lists 

• Responsible for all organisational business systems, including development and 

continuous improvements to ensure in-house systems are fully utilized  

• Responsible for office resources and security systems in conjunction with external 

consultants 

• Responsible for the organisation’s annual insurance renewals  

 
COMPANY SECRETARY 

• Perform Company Secretarial Duties for UCP, UCD and UCM including making all 

necessary filings with Companies House and the Charities Commission Arrange the 

annual AGM for UCP, UCD and UCM in conjunction with Union Chapel (UC)  

 

STAFF MANAGEMENT 

• Direct, manage and support departmental staff to ensure the effective performance of 

their roles including undertaking annual staff appraisals, monthly supervision 

meetings, and clear workplans in line with organisational business plan and priorities 

• Ensure that departmental staff workload is appropriate including managing TOIL and 

holidays and arranging cover for holidays 

• Communicate board strategy and decisions to staff 

• Responsible for the recruitment of departmental staff as approved by the board. 

• Attend Continuous Professional Development (CPD) training courses, as agreed with 

line manager 

 
PLANNING & LEADERSHIP 

• Take an active role in the Leadership Team, Finance & Remuneration Committee and 

relevant board meetings 

• Prepare an annual operational plan and budget for Board approval, in conjunction 

with department Heads - Review and revise on a quarterly basis 

• Produce and manage the finance and HR department's procedures and policy 

documents 

• Update the organisation's risk register on an quarterly basis 

• Work with Leadership Team and boards to coordinate the five year business plan and 

update annually 

• Undertake any other duties that may be reasonably required by the CEO 

 

Person Specification 



Essential  

• At least five years' experience in a senior financial management role (CCAB qualified, 
or part-qualified, depending on experience) 

• Experience of managing the production of statutory accounts and dealing with 

auditors 

• Experience of reporting at senior management and board level and producing 

management accounts, and other periodic financial information 

• Able to operate both at a strategic and detailed level. 

• Sound knowledge of key relevant legislation particularly relating to charity 

accounting, VAT, payroll and pensions. 

• Proven experience of managing and motivating a small staff team 

• Strong IT skills and business systems knowledge, including an excellent command of 

accountancy software 

• Advanced excel skills with confidence in developing and adapting financial models 

and scenario modelling 

• Self-motivated, highly organised and with excellent attention to detail 

• Strong communication and inter-personal skills 

• Experience of managing staff / HR policies 

• Commitment to diversity and inclusion and creating an equal opportunities 

workplace 

 
Desirable 

• Knowledge of Charity VAT, in particular partial exemption 

• Knowledge and experience of HR law and systems 

• Experience of accounting for large capital projects 

• Experience of reporting to funders 

• Experience using Sage Line 50/100  

• Experience of performing the role of Company Secretary 

• Previous experience within an arts venue and/or charitable organisation 

 


