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Management Accountant (Maternity Cover)
Job Description and Person Specification

Reports to:	Director of Finance and Operations (DFO)
Contract:	Maternity Cover, 16 months from mid-June 2026
Hours: 	37.5 hours per week Monday to Friday
Based at:	Elm Tree Court, Devizes with home working on Fridays 

JOB PURPOSE

The purpose of the Management Accountant role is to provide financial information to support strategic business decision-making and controls.  This is a hands-on role which will involve preparation of management accounts, project accounting, undertaking the Trust payroll, and management of the small finance team.

DIMENSIONS 

You will line manage two part time Finance Officers, and lead key relationships with the Trust auditors and accountants; VAT consultant; and Entrust (regulator of the Landfill Communities Fund).  As a key member of the Operations Team, you will work closely with the IT Manager, HR Manager and Office Manager. 

PRINCIPAL ACCOUNTABILITIES

The Management Accountant is responsible for maintaining financial, accounting and administrative services in order to meet legislative and company requirements and facilitate sound business decision making.   As Management Accountant you will apply the principles of accounting to provide the financial information necessary for the planning and financial protection of the Trust.  You will also take a Business Partner approach to working with Heads of Service across the Trust to ensure financial rigor is applied to all projects.

FINANCIAL DUTIES
· Act as the principal operator for the Trust accounting package.  From April 2026 this will be Iplicit.
· Prepare monthly and quarterly management accounts for the Executive Team and Trustees on a timely basis.
· Work with budget holders to ensure grant claims are processed, sent out and received into our accounts in a timely manner.  
· Maintain a forecast of income and expenditure relating to individual projects and the Trust as a whole. 
· Provide assistance to the DFO and budget holders in the preparation of an annual budget and quarterly forecasts.
· Use Sage software to process the Trust’s monthly payroll ensuring compliance with PAYE, National Insurance and pension regulations. Process HMRC year end procedures.
· Be a principal contact for the Trust Pension provider, Royal London.
· Assist in the completion of the quarterly VAT returns and the Annual Adjustment calculations.
· Monitor cash flow and investment performance.
· Assist the Trust auditors with the annual audit and prepare the annual accounts ready for audit.
· Reconcile control accounts on a monthly basis.
· Reconcile third party funds on a monthly basis and produce relevant reports.
· Act as Administrator for the Trust’s online banking portal

Through the Finance team:
· Ensure that weekly bank reconciliations are undertaken.
· Review aged debtors and ensure that strict credit control measures remain in place.
· Ensure the timely and accurate payment of supplier invoices and staff and volunteer expenses.
· Ensure that the monthly direct debit and gift aid claims are processed for Membership.
· Ensure that cash and cheques received are accurately recorded and banked in a timely manner.
· Ensure that sales invoices are raised accurately and in a timely manner.
FINANCIAL GOVERNANCE & COMPLIANCE
· Work closely with the Finance System Change team to embed the use of Iplicit and financial literacy in general across the Trust.
· Produce the Annual ENTRUST financial reports and lead on their annual audit.
· Act as Administrator on the Entrust portal and ensure compliant record keeping for all Entrust projects.
· Ensure the provision of an internal and external audit trail of finance and ensure all legal requirements/compliance requirements are adhered to.
· Provide financial support for other sections within the Trust particularly with respect to funding applications and providing reports to funders. 
· Ensure that personal details and data are managed according to GDPR and data protection.

OTHER RESPONSIBILITIES
· Support and lead the Finance Team, undertaking all line management responsibilities.
· Work with the DFO and other members of the Operations Team to continually review back-office functions within the Trust, finding efficiencies and embracing new technology to support our work.
· Undertake additional duties commensurate with the post as may reasonably be requested from time to time.

SAFEGUARDING

Wiltshire Wildlife Trust is fully committed to safeguarding the welfare of all children, young people and adults at risk. All WWT staff will receive safeguarding training and must ensure that they comply with WWT’s safeguarding policy.

BACKGROUND

The Trust has grown considerably in recent years in terms of income, membership, staff and the number of projects and activities undertaken.  It has achieved an outstanding reputation both locally, regionally and nationally.  The Trust has embarked on an ambitious Strategic Plan to 2030 which identifies a number of opportunities which will be available to us but this will need careful financial management.




WORKING RELATIONSHIPS

The post holder will have a close working relationship with the CEO and Executive Team to ensure that they are fully supported and aware of all key issues. You will work closely with budget holders across the Trust and will therefore need to be a good communicator, with the ability to build effective working relationships with colleagues.
The postholder will also have a good relationship with the Trust Auditors, VAT consultant and the key contacts at Entrust.

SCOPE FOR IMPACT

This is an exciting post where you will be in a unique position to play a pivotal role in the Trust by supporting the work of other sections to enable them to work efficiently and effectively. The need for efficient financial management and effective financial control is essential for the success of the Trust’s future.

KEY CHALLENGES 

In the past the Trust’s Finance function has been under resourced and while this has been largely rectified, some historic challenges remain around systems not being joined up with some manual processes and archiving still remaining.  

The Trust will move from Exchequer to Iplicit for our Finance System in April 2026.  The first year of using the new system will be a period of great change for budget holders across the Trust who will have new transparency and accompanying responsibility for their budgets.

EXPERIENCE, QUALIFICATIONS AND SKILLS REQUIRED

	
	Essential
	Desirable

	Education, Qualifications & Training

	· ACA/ACCA/CIMA part or fully qualified (or equivalent qualification) 

	· Educated to degree level in a related subject


	Knowledge and experience
	· Demonstrable experience in an accounts environment
· Recent working knowledge of payroll processes
· Experience of working in charity finance
· Understanding of Charities SORP
· Line Management experience
	· Experience in the review and improvement of financial processes and procedures


	Professional skills
	· Team management, including the skills to inspire, motivate and ensure performance and timely project delivery
· IT literate – particularly with Excel, Outlook and Sharepoint 
· Strong written and verbal communication and presentation skills
· Good organisational skills including project management organising own and team workloads to meet deadlines
	· Experience of using Exchequer software
· Experience of using Iplicit software
· Experience of Sage payroll
· Experience of Entrust reporting

	Personal Attributes
	· Strong interpersonal skills, including the ability to communicate with experts, trustees and senior managers in a clear and confident way
· Approachable manner
· Self motivated and able to work on own initiative
· Accurate with excellent attention to detail. 
· Able to demonstrate tact and discretion 
· Ability to remain impartial 
· Team working skills 
	· Interest in the work of the Wiltshire Wildlife Trust 

	Additional requirements
	· Awareness of funding issues in the Charity sector
	· An interest in the natural environment




Special Notes

This job description does not form a part of the contract of employment but indicates how that contract should be performed.  The job description will be subject to periodic review and amendment in the light of experience and in consultation with the postholder.  The postholder may be required to perform duties other than those in the job description for the post.  The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not in themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.
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