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Position: Finance & Administration Manager (Part-time 20 
hours per week)  

Responsible to:   Chief Executive Officer 
Starting Salary:   NJC PO6 (£44,624 to £47,665 pro rata)   
     
 
Due to the forthcoming retirement of the current post holder an exciting opportunity has 
arisen to lead the finance and administration team at the charity responsible for managing 
a large part of one of Britain’s most iconic landscapes. 
 
Closing date is Sunday 23rd October 2022 (12 noon).  Interviews will be on 17th and 18th 
November 2022 in Malvern.  To apply, please return your completed application form via 
email to Reception@malvernhills.org.uk or by post to CEO, Malvern Hills Trust, Manor 
House, Grange Road, Malvern WR14 3EY marked ‘Private and confidential’.  
 
The area 
The Malvern Hills is a much loved and nationally important landscape. Over 1,000,000 visits 
are made each year and the view from the top of the Hills has been voted one of the best in 
Britain.  The area has been designated an Area of Outstanding Natural Beauty, a Site of 
Special Scientific Interest and the Hills contain a number of Scheduled Monuments.  
 
The organisation 
Malvern Hills Trust (MHT) is a statutory body established by Act of Parliament in 1884 and 
is also a registered charity.  MHT owns or manages 1,200 ha (3,000 acres) of the Malvern 
Hills and Commons.  The duties and responsibilities of the Trustees are set out under the 
1884 Act and four subsequent Acts and include:  
 

• Preserving the natural aspect of the hills 
• Protecting and managing trees, shrubs, turf and other vegetation 
• Preventing unlawful digging and quarrying 
• Keeping the hills open, unenclosed and unbuilt on as open spaces for the recreation 

and enjoyment of the public 
 

MHT is also responsible for conserving and enhancing biodiversity, Sites of Special Scientific 
Interest and Scheduled Monuments on its land  
 
MHT’s two main sources of income are a levy charged to Council Tax payers in the Malvern 
Hills District Council wards of Chase, Dyson Perrins, Malvern Link, Pickersleigh, Priory, Wells 
and West Malvern and the parishes of Guarlford, Colwall and Mathon and takings from car 
parks on its land. Copies of the annual accounts are available on the website 
https://www.malvernhills.org.uk/looking-after/annual-review-and-accounts/ 
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Job Description 
 
Job Title: Finance & Administration Manager (part-time 20 hours per 

week) 
 
Salary:    NJC PO6 (£44,624 to £47,665 pro rata)      
 
Place of Work: Based at Manor House, Grange Road, Malvern, Worcestershire 

WR14 3EY 
 
Hours of Work: 20 hours per week, across 3-5 days by mutual agreement, to 

include some evening meetings   
 
Responsible to:  CEO 
 
Responsible for: Finance Assistant, Administrative Assistant, Administrative 

Support Assistant, office volunteers 
 
Key Relations: CEO, Conservation Manager, Secretary to the Board, 

Operations Manager, Chair of the Board, Chair of Finance, 
Administration and Resources Committee, Chair of Staffing 
Committee. 

 
 
Job purpose: 
 
As one of the Senior Management Team, the Finance and Administration Manager is 
responsible for the smooth running of all aspects of the financial and administrative 
management of MHT. The purpose of the post is to: 
 

• Provide sound financial advice to the CEO, senior managers and Trustees, 
• Ensure a high quality and effective financial management and control system is in 

place, 
• Prepare monthly management accounting information and year end statutory 

accounts, 
• Ensure compliance with all relevant financial statutory and regulatory matters, 
• Ensure the smooth running of the charity’s administration systems. 
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Key duties and responsibilities: 
 
Financial Management 
 

1. To oversee and lead on financial accounting, planning, budgeting and forecasting, 
2. To prepare the annual budget for approval, 
3. To make recommendations to the Board on setting the levy and be the point of 

contact with MHDC and Herefordshire Council regarding payment of the levy, 
4. To prepare 5-year rolling forecasts as part of the Business Planning process, 
5. To prepare monthly management accounts and report on significant financial 

variances,  
6. To prepare the annual accounts in accordance with the Charities SORP and liaise 

with the external auditors, 
7. To prepare financial reports for Board and Committee meetings, 
8. To advise the CEO and senior management team on all matters relating to financial 

management and performance, 
9. To manage cash flow to ensure sufficient working capital is available and surpluses 

are invested to generate the best returns, 
10. To reconcile the quarterly investment reports and arrange regular review meetings 

with the Investment Managers, 
11. To provide financial information for grant applications, 
12. To liaise and maintain good working relationships with bankers, investment 

managers and auditors. 
 
HR 
 

1. To oversee preparation of the monthly payroll and ensure all statutory returns are 
made, 

2. To act as the lead on policy in relation to employee pensions, 
3. To issue contracts of employment and liaise with the external HR Consultant on 

personnel matters, 
4. To contribute to the development and review of relevant policies and procedures, 
5. To keep the Staff Handbook up to date. 

 
Administration  
 

1. To ensure all office administration systems are running smoothly, 
2. To carry out reviews of service contracts to ensure best value for money is obtained, 
3. Working with the insurance broker, to maintain appropriate levels of insurance cover 

for all of MHT’s assets and activities, 
4. To oversee arrangements for the sale of car park passes, 
5. To ensure compliance with PCI regulations, 
6. To ensure GDPR regulations are complied with and liaise with external consultants, 
7. To assist the CEO with the preparation of the Risk Analysis schedule, 
8. To manage MHT’s Archive. 
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Staff management 
 

1. To act as line manager to the Finance Assistant, Administrative Assistant and 
Administrative Support Assistant, 

2. To co-ordinate the work of office volunteers. 
 
Other 

1. To attend meetings of the Board, Finance, Administration and Resources Committee 
and Staffing Committee, 

2. To run training sessions and workshops for the Trustees on financial issues 
3. To support colleagues with the smooth running of MHT. 

 
A full job description will be issued to the successful applicant. 
 

 
Malvern Hills Trust reserve the right to alter the contents of this job description after 
consultation with the post holder to reflect changes to the job or service provided without 
altering the general character or level of responsibility. 

 
 
Duncan Bridges, Chief Executive Officer  
September 2022           
 
 



 

Malvern Hills Trust is the working name of the Malvern Hills Conservators, Registered Charity Number: 515804   

Person Specification  
Skills and Experience  

 
Essential 
 
Skill Required  Qualification / experience  
Recognised accountancy qualification ACA, ACMA, CIPFA, CIMA 
High degree of IT literacy Practical experience of Sage 50 Accounts and 

payroll, Excel, Word and PowerPoint 
The ability to explain financial issues 
clearly 

High degree of communication and inter-
personal skills. Experience of presenting 
financial information to Trustees and senior 
management 

Thorough, practical understanding of 
management accounting principles and 
techniques as applied to a multi-fund 
charity 

At least 2 years’ experience working in financial 
management in the charity sector 

Year-end accounts and audit work  Practical experience of the production of annual 
statutory accounts in compliance with the 
Charities SORP and supporting schedules for 
auditors 

Experienced in a management role, 
offering good practice models in the 
support, supervision and development 
of staff 

At least 2 years’ experience in a line 
management role 

Budgeting and forecasting Practical experience of preparing budgets and 
forecasts 

Investment and cash monitoring Practical experience of monitoring investments 
and cash management 

 
Desirable 
 
Skill Required  Qualification / experience  
Confidence in dealing with queries from 
the public 

At least 2 years’ experience in a similar role for 
a public facing organisation 

Management of employer’s 
responsibilities for pensions 

Practical experience of LGPS pension scheme 

Data protection awareness Experience in managing GDPR compliance 
within a similar organisation 

Payroll and HR management At least 2 years’ experience of running a 
company payroll and handling HR matters 

 


