
 

  

  
  
  
  
  
  
  

    
  

Registered Charity No. 1060267 
  

  

ROLE SPECIFICATION: 
  

  

  

HEAD OF  

FINANCE  & 

  

OPERATIONS 

    

AUGUST 2017 

    

  

    



 

  

WE ARE WOMEN IN SPORT  
At Women in Sport our vision is a society where gender equality exists in every sphere.  We’re advancing gender 
equality through and within sport; empowering women and girls through sport and transforming the sport sector. 
 
We are looking for a Head of Finance & Operations to join the team and support us in delivering our ambition. We 

need someone who is pro-active and keen to propose and implement change that brings efficiency to our way of 

thinking and working.  

You will join our energetic new Leadership Group and help lead and support a team of people who share our 

ambition, have a highly flexible and adaptable approach to work and want their day job to make a difference to 

society.  An interest in women’s sport will help but you do not need to be ‘sporty’ – in fact we value a diversity of 

experiences of sport in our team.  Come and be part of this exciting new era for women’s sport.  

ABOUT US  
We’re committed to equality and operate within a culture and structure that recognises diversity and strives to be 

fair.  We live by our values of Fairness, Insight-led, Collaborative and Challenging, and we aim to have an 

entrepreneurial and flexible approach to work.  Our ‘Culture Club’ works across the charity to ensure Women in 

Sport is a great place to work.  

We’re about to move into the House of Sport in Borough; a fantastic new office space full of other sports 

organisations and with great facilities. The environment offers us the flexibility to work in a hot-desking 

environment, alongside all the ‘Big Office’ facilities of great broadband, a selection of well-equipped meeting rooms 

and break-out space.  It suits our fast-paced, enthusiastic attitude and allows us the flexibility we need to respond 

to change.  

We’re a small team, but we’re doing big things. Advancing gender equality through and within sport isn’t easy, but 

we’re committed to making the biggest difference we can.  If you want to help us achieve our vision, why not 

consider a career with Women in Sport. 

THE ROLE  
Reporting to the CEO, Ruth Holdaway, the role has dual responsibility for the finance and accounting function as 

well as the operational management of the office, our infrastructure and the systems and processes that help us be 

an effective organisation. 

This is both a senior and hands on role.  Until July 2016 the role had been outsourced and for the last year our 

current Head of Finance and Operations has been establishing the role as well as new policies and procedures 

within the organisation.  As she heads off to tackle a new challenge we need someone who can embed these new 

ways of working, constantly improving them and helping the Charity grow.  You will drive our business planning 

processes and coach our budget holders to improve their own financial and planning skills whilst also being 

prepared to run the day to day of our finances and management accounts. 

This is an office-based part-time role of 25 hours per week.  We are ideally looking for someone who can split their 

hours and be in the office every day from Monday to Friday but would consider someone who could work across 4 

days of the week. 



 

RESPONSIBILITIES 

Finance: 

• Manage the month end process and preparation of management accounts, oversight of monthly cost 

centre reporting and variance analysis for a range of audiences including Trustees, CEO, Leadership 

Group, Budget holders and the staff team. 

• Manage the day-to-day accounting for the organisation including reconciliation of bank accounts, control 

accounts, payment processing etc. 

• Lead the annual budget setting and business planning process and regular reviews 

• Generate long and medium term forecasts for the organisation, helping the Board and Leadership Group 

plan for future investment and manage risks 

• Preparation of submissions/reports for external funders  

• Preparation of VAT returns and associated legislation returns  

• Preparation of year end accounts to 1st draft stages and main point of contact for the auditors  

• Provide reports and commentary to Trustees and the CEO, attending Board meetings as required (these 

meetings are in the evenings 5 times a year)  

• Provide strategic advice to the CEO and Leadership Group, sometimes working with external advisors   

• Communicate closely with the CEO to ensure the Leadership Group is fully versed in the charity’s finances 

and staff are able to make informed decisions on the basis of strong financial information 

• Management of Payroll via an external supplier. 

Operations: 

• IT and Office - Responsibility for all facilities matters, the IT infrastructure and day to day office 

management, main point of contact for all property related matters, landlord and suppliers 

• HR – lead and manage the recruitment and onboarding procedures, oversee the staff performance review 

process, lead the process of updating employment policies and contracts, lead on internal diversity and 

equality programme 

• Contracts - Negotiation and management of the procurement process and contracts. Review contracts and 

engage specialist advisors where required. Carry out due diligence on new partners and suppliers. 

• Culture - Create office systems and processes to ensure an efficient and effective working environment.  

Chair the ‘Culture Club’ enabling team members to input into and influence our ways of working and charity 

processes   



 

• Governance – Be the Company Secretary including taking Minutes of the Board and it’s sub-committees 

(currently Audit and Nominations Committees).  Ensure business recovery processes are in place and 

reviewed regularly.  Support the Finance and Business Development Trustee and Audit Committee across 

the range of their work. 

Team Leadership: 

• Lead the Finance and Operations staff and volunteers, maintaining motivation, managing workload and 

supporting high performance.  The team includes, currently: 

o The Crew Leader – our full time office manager, PA to the CEO and team support officer. 

o Finance Officer – Part Time (new role, being advertised concurrently with this Head of Finance and 

Operations role). 

• Oversight and management of all external contractors including (but not exclusively) our IT supplier, Into 

the Light Solutions, our retained HR support, LPA Consultants and any future legal services. 

• Co-ordinate all office based and events volunteers, interns and work experience placements.  Ensure role 

descriptions are in place, function specific supervision is in place, manage the onboarding process and 

oversee the post holders to ensure our volunteers, interns and work experience placements have a 

positive learning experience whilst with the charity. 

EXPERIENCE & SKILLS 
ACCA/CIMA Qualified  

Operations/office management experience  

Experience of establishing and updating office systems and processes  

Charity experience essential 

Work collaboratively in a team environment - able to interact with the team and provide clear concise explanations 

of complex financial matters  

Problem solving skills, be proactive and forward thinking  

Able to work in a fast-pace environment, with a 'can do' attitude  

Management of payroll and pensions  

Knowledge of Sage with an open attitude towards transition of data to new accounting software  

Training in basic systems and processes for budget holders – e.g. Purchase order systems, invoicing and 

expenditure tracking  



 

IT literate with knowledge of all Microsoft packages.  

Experience of supporting and coaching budget holders to improve financial and business management across the 

organisation. 

Line management experience advantageous 

Using initiative to drive the role forward 

PERSONAL ATTRIBUTES 
Commercial and operational mind-set that is flexible and enjoys the fast-paced environment  

Self-motivated, resilient and level headed  

Enthusiasm, energy and willingness to meet challenging demands, work to deadlines, within cost limits and initiate 

and sustain improvements in service  

Demonstrable commitment to the ethos of equality and diversity  

Self-disciplined, with excellent attention to detail  

Committed to self-development 

TO APPLY 
Prospect-Us has been retained by Women in Sport to help find the best person for this key role.  If you feel inspired 

to come and work with us, please submit a covering letter (maximum 2 sides A4) with a detailed CV to 

Alex.Williams@prospect-us.co.uk The covering letter should explain why this role interests you and how your 

experience addresses the criteria set out in the Role Specification 

Closing Date for Applications:  6th September 2017 

We look forward to hearing from you.  

August 2017 


