
Job description and specification  
 
Post:     Finance and Operations Manager 
 
Reporting to:  Chief Executive 
 
Hours:    22.5 hours per week  
  
Salary:    £30,000 - 33,000 pro-rata (FTE 37.5 hours) depending on experience 
 
 The post will involve occasional working out of normal hours and occasional travelling  
 
This is an exciting opportunity to join a vibrant and expanding charity 
 
SUDEP Action is a charity committed to the prevention of epilepsy deaths. Epilepsy is in the top ten of all 
causes of death in people under 70 with at least 3 deaths a day in the UK, mostly sudden deaths in young and 
otherwise healthy people.  We produced evidence that some 42% of deaths are potentially avoidable and we 
have established the first specialist service for people needing support or involvement in the cause. 
 
The charity has achieved its original objective of getting SUDEP recognised by epilepsy organisations; the 
medical profession and government.  This is an exciting time for a vibrant and growing charity that has 
recently won a stream of awards; has brought major investment to SUDEP research and is positioned at the 
cutting edge of innovation in the NHS with a view to preventing deaths.  
 
SUDEP Action was registered with charity regulators in 2015. In April 2017, the assets including the staff of 
Epilepsy Bereaved established by 5 women in 1995 were transferred to SUDEP Action. Epilepsy Bereaved 
remains linked to SUDEP Action by the charity regulators and the trustees of both organisations are the 
same.     

 
Terms:  
5 weeks annual holiday plus bank holidays (Pro-rata) with extra days after two years service; pension scheme 
and child vouchers and flexi-time policy.  
 
Office Base: The charity has a pleasant office in 12A Mill St, Wantage, close to the market square. The office is 
located on the first floor to which there is no lift. 
 
Probation: Appointments are subject to receipt of satisfactory references and a probationary period of 6 
months. 
 

How to apply: 
Please send a covering letter and copy of your CV to Vicky.masters@sudep.org  by Monday 4th September.   
 

Interviews will be held during the second week of September.   
 
In promoting equal opportunities we welcome applications from all sections of the community. We will need to provide 

evidence of your right to work in the UK prior to interview. 

 



Job Description  
 

The Finance Manager is part of the Senior Management Team (SMT) and will be responsible for the effective 
financial administration of the charity and support the CEO on some key internal operations. Working within a 
small team with no direct responsibility of for other staff members. 
 

Specific responsibilities include: 
 

• Maintaining the financial records in accordance with SORP. The Charity has both restricted and 
unrestricted funds. 

• Managing day to day banking including reconciliations. 

• Processing regular giving (including Just Giving / Virgin Giving etc) 

• Payment of Invoices 

• Managing office contracts including premises, equipment and purchasing arrangements. 

• Setting annual budgets in consultation with SMT and monitoring performance against budgets. 

• Providing month end reports to the CEO for discussion and monitoring 

• Providing timely quarterly management and trustee reports. 

• Finalising annual accounts. 

• Payroll processing and HR Administration. 

• Managing the Staff Pension Scheme. 

• Recommending cash Investments to generate income. 

• Annual Gift Aid claims with HMRC. 

• Providing costings for funding bids and occasional reporting to funding bodies. 

• Maintaining Charity Insurances 

• Supporting CEO with compliance function with charity commission and other regulatory bodies  

• Supporting CEO on negotiation of external agreements and contracts 
 

 

Key Liaisons 
 

• Senior Management Team  

• Treasurer 

• Finance meeting including CEO, Treasurer, Chair and Vice-Chair 

• Fundraising Team 

• Charity Supporters 

• External Examiners 

• External funding organisations  

• Charity Commission 

• HMRC 
 

Job descriptions cannot be exhaustive. The post holder may be required to undertake other duties from time 
to time which are broadly in line with the above responsibilities. 
 

Person Specification:  
 

Experience 
 

Able to produce month end and year end accounts to External Examination stage 
Full working knowledge of accounting and payroll package (knowledge of Paxman systems would be desirable) 
Experience of Charity Sector (desirable)   
IT literate, with Word, Excel and database experience 



 

Skills and Qualities 
 

Qualified Accountant or part trained and qualified though experience.  
Good written and verbal communication skills 
Organised, methodical with good attention to detail 
Articulate and confident; able to build relationships 
Prioritising workload and an ability to work unsupervised 
Willingness to work occasional unsocial hours (time off in lieu will be given) 
A team player, confident approach to work, enthusiastic and helpful manner 
A full clean driving licence for occasional travelling 
 
 
Desirable  
 

Confident negotiator  

 

 
 
 
 


