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Application Pack 

Up to £34,000 per annum 

(depending on experience) 

full-time, 37.5 hours per week, some 

home working considered 
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Dear applicant 

Emmaus Brighton & Hove provides over 50 formerly homeless individuals, our Companions, 
with a home, support and work development opportunities. Each Companion contributes to 
the Community by working to the best of their ability in one of our social enterprises or in 
another role within the Community. Some stay a few weeks while others make it their long- 
term home. We are not a hostel. 
 
Emmaus Brighton & Hove operates 7 businesses run by staff, Companions and volunteers. 
All businesses provide essential income for the Emmaus Community. Under normal 
circumstances, the successful applicant will be based at our main site in the heart of Portslade 
Old Village. Current circumstances ensure we give consideration to a degree of home working. 
 
Emmaus is recruiting a 1-year interim post for a Finance Manager with a minimum qualification 
to AAT Level 4 to support the running of the businesses and the Community as a whole. The 
successful applicant will have an established record of achieving professional financial 
standards supporting business initiatives. 
 

This is a full-time role, 37.5 hours per week, normally spread over 5 days a week (excluding 

Sundays).  It is offered as a 1-year interim post. The current incumbent will be Acting Chief 

Executive for a year. 

To apply please complete the Application Form showing examples of how you meet the person 
specification. In addition, please also complete and return the Equal Opportunities Monitoring 
Form and the Criminal Record Declaration Form and return to Karen Chapman, Finance 
Manager: karen@emmausbrighton.co.uk. 
 
The closing date for applications is Friday 2nd October 2020. Interviews will be 
scheduled for the week commencing 12th October with a view to appointing as soon as 
possible. 
 
 
 
 
 
 
 
Kind regards, 
 

 

 
 
Karen Chapman 
Finance Manager 
Emmaus Brighton & Hove 
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About Emmaus  
 
 
Our vision: A world in which everyone has a home and a sense of belonging 
 
Emmaus is a homelessness charity with a difference. We don’t just give people a 
bed for the night; we offer a home, meaningful work and a sense of belonging. 
 
For many people who have experienced homelessness, losing their self-esteem can 
be the most damaging part of their experience. Being on your own, with no support 
around you can be soul destroying, leaving you feeling worthless. 
 
Finding your way out of that situation isn’t easy, particularly when the only options 
available are temporary fixes, offering a bed for the night but little to occupy your 
days. 
 
Emmaus is different because it provides a home for as long as someone needs it, in 
an Emmaus Community. This gives people the opportunity to take stock of their 
lives, deal with any issues they might have, and often re-establish relationships with 
loved ones. 
 
“Companion” is the name given to those who live in an Emmaus Community and 
work in the social enterprise, where they support themselves and one another. There 
are currently 750 Companions living at 29 Emmaus Communities across the UK.  
 
Rather than relying on benefits, Emmaus uses social enterprise to generate revenue 
that pays for Companions' home, food and upkeep, as well as providing a small 
weekly allowance. This is key to restoring feelings of self-worth, showing 
Companions that their actions make a real difference, both to their own life, and the 
lives of others.  
 
How it works 
 
 
Unlike a lot of provision for homeless people, Emmaus Communities offer a home for 
as long as someone needs it. This includes a room of their own, food, clothing and a 
small weekly allowance.  
 
In return, we ask: 

• That Companions work for 40 hours per week, or give as much time as they 
are able, in the Community's social enterprises; 

• That they behave in a respectful way towards one another; 

• That no alcohol or illegal drugs are used on the premises; 

• That they sign off all benefits, with the exception of housing benefit. 
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Our impact 
 

 
Emmaus doesn’t only have a significant impact on the 
lives of people who have experienced homelessness 
and social exclusion, it also brings wider social and 
economic benefits. 
 
Research carried out in 2012 found that for every £1 
invested in an established Emmaus Community, £11 is 
generated in social, environmental and economic 
returns. 
 
The benefits included: 

• Keeping people out of hospital, and helping them to be safe and well, saved 
the Department of Heath £1,478,506 for NHS and emergency service costs; 

• Emmaus saved local government £2,447,612 which would have been spent 
on hostel accommodation, drug and alcohol services and landfill; 

• Keeping people in work and out of prison saved the Ministry of Justice 
£778,435. 

 
The report found that Emmaus Communities successfully provide a place for people 
in vulnerable housing situations to rebuild their lives by offering them meaningful 
work and support. Significant benefits were linked to substantial improvements in 
Companions’ physical and mental health, including reductions in substance misuse. 
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The Emmaus Brighton & Hove Community 
 
 

Our vision is for a thriving, diverse and resilient Emmaus Community, making the 

most of our amazing asset that is our extensive site in the heart of Portslade Old 

Village and the passion and skills of the people that make it tick. 

A Community that is home. A transformative place where Companionship for 

formerly homeless people is at the core of what we do – helping vulnerable 

individuals in crisis when they need it most, providing a home, work and the best life 

opportunities we can offer, for as long as they need.   

A Community that is a destination. A much-talked-about place that attracts people 

from across the city and beyond to visit, browse, shop, eat and relax – with a 

reputation for the experience we offer our visitors, from customer service to great 

bargains, enjoyable events and a unique, positive environment within which 

Companions play a key role. 

A Community that is a hub. A place within the local Community that welcomes all 
and shares a broad integrated offer with local residents, school, businesses, 
charities and volunteers – bringing the local community together to help people help 
themselves, perhaps establish a home, go to work, celebrate a birthday, learn 
something new or simply find a sense of belonging and build new relationships over 
a cuppa. 
 
A place to stay, a place to feel safe, a place to get support, a place to visit, a 
place to grow, a place to connect, a place to contribute. 
 
  



 

7 
 

 

 
 

 Finance Manager (Interim)  
Job Description 

 
 

Job title: Finance Manager (Interim), Emmaus Brighton & Hove 

Reports to: Chief Executive  

Location: Emmaus Brighton & Hove, Drove Road, Portslade, East Sussex, 
BN41 2PA. Some home working considered. 

Application deadline: 02/10/2020 

 

Overall Purpose of the Job  
  

 
The Finance Manager performs all financial activities associated with preparing and reporting 

financial information for the organisation as well as to meet the requirements of HMRC, 

Companies House and the Charity Commission in compliance with our Emmaus ethos, 

mission, strategic aims, organisational objectives and policies.  

Job Dimensions 

• Use cloud-based accounting and administrative software including MS Excel to 

maintain records and prepare reports for a charity and social enterprise that is currently 

generating in the region of £1 million. 

• Prepare monthly payroll information for payroll bureau, process payments to 

employees, HMRC & pension provider. 

• Prepare management accounts monthly and quarterly.  

• Prepare year end accounts for submission to the auditor and support audit activities. 

• Maintenance of fixed asset register. 

• To assist in the preparation of the annual budget including work with the Chief 

Executive and Treasurer to prepare and monitor the annual budget, together with in-

year revisions. 

• Advise CE and Treasurer on financial issues arising from job dimensions and on 

financial compliance, including relevant government policies. 

• Consult as needed with auditors, tax authorities and other relevant external bodies or 

providers.  
 

Principal Accountabilities 

• To ensure that accounts payables and expenditures are received, reconciled and paid 

in a timely manner. 

• To ensure that accounts receivable and income generated from organisational 

activities are reconciled and duly banked. 

• To ensure that VAT returns are prepared and submitted on time. 

• To ensure funding is accurately recording, monitored and conditions are complied with. 

• To ensure that tax relief on Gift Aid is claimed and received. 
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• To ensure that Housing Benefit is administered and collected on time. 

• To ensure activities associated with rental income are complete on time with rents 

collected. 

• To complete quarterly Emmaus UK Management Information Returns. 

• To ensure that relevant management and trustees receive regular I & E and related 

reports 

• To ensure activities associated with Companions’ finances and payments are 

executed in a timely manner and produce transparent records. 

• To ensure financial and company records are maintained and securely stored in 

accordance with procedures and the Data Protection Act. 

• Any other duties and accountabilities as required by the Chief Executive including 

additional duties and responsibilities to cover for holidays and absences. 
 

Key Relationships 

 

• Chief Executive 

• Treasurer 

• Senior Management 

• Trustees 

Special Requirements 

• A requirement to support solidarity in accordance with Emmaus principles. 

• To lead by example by demonstrating appropriate behaviours, values and culture. 

• A willingness to learn and engage with the Emmaus ethos. 

• Emmaus works with homeless, vulnerably housed and unemployed people. Because 

of this, all employees are subject to Disclosure & Barring Service checks. 
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Person Specification: Finance Manager 

Essential Desirable 

• Minimum AAT Level 4 Certification 

• Excellent numerical and financial 

awareness 

• At least two years’ work experience 

in Bookkeeping 

• Knowledge of and work experience 

in Quickbooks On-line accounting 

software 

• Good general computer literacy with 

a good knowledge of the Windows 

environment and MS Office, 

especially ability to create 

spreadsheets and graphs in Excel 

• A willingness to learn new skills as 

systems and needs develop 

• Attention to detail and accuracy 

• Methodical approach and ability to 

maintain accurate and transparent 

data systems 

• Highly organised and effective time 

manager 

• Good communication skills 

• Ability to work as part of a team 

• Self-motivated and responsible 

• Adaptability and flexibility 

• Ability to work to tight deadlines 

• Confidentiality 

• Experience and understanding of partial 

exemption VAT 

• Experience and understanding of Charity 

financial management 

 

Competencies 

 

Able to: 

• Listen to Companions and colleagues so they feel their views and opinions are 
respected  

• Speak to people in a positive way, to make sure messages are easily understood 
and people are valued and respected 

• Openly share knowledge and best practice with our teams in order to achieve 
business goals whilst maintaining confidentiality 

• Maintain professional boundaries at all times 

• Express any individual views, perspectives and personal beliefs so they do not cause 
offence to others 

• Accept challenges and constructive criticism gracefully, with a positive approach and 
emotional intelligence 

• Support colleagues to challenge prejudice and discrimination confidently and 
constructively 
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Dealing with Challenges 

• Pre-empt possible problems before they arise, identify the relevant issues and the 
options available to resolve  

• Actively seek the opinions and experience of others to resolve problems 

• Look for solutions to problems and take ownership to ensure they are resolved  

• Escalate appropriately when unable to resolve a problem 

• Deal with complaints and problems effectively to make sure staff and Companions 
feel supported 

• Deal with conflict effectively 

• Demonstrate integrity, accountability, transparency and confidentiality 
 

Planning and Organisation 

• Ability to work to tight deadlines 

• Prioritise tasks in order of importance and manage time effectively 

• Take the initiative and not wait for things to happen 

• Keep others informed regarding relevant progress 

• Always work to the required standards 
 

 

 

 

 

 

Terms and Conditions of Employment 

 

• Working hours – full-time, 37.5 hours per week, spread over 5 days per week 
(excluding Sundays) 

• Annual leave – 25 days per annum plus bank holidays 
• Pension – stakeholder pension 

 
 

 

To Apply 

To apply please complete the Application Form showing examples of how you meet the person 
specification. In addition, please also complete and return the Equal Opportunities Monitoring 
Form and the Criminal Record Declaration Form and return to Karen Chapman, Finance 
Manager: karen@emmausbrighton.co.uk. 
 
The closing date for the applications is Friday 2nd October 2020. Interviews will be 
scheduled for the week commencing 12th October with a view to appointing as soon as 
possible. 
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Safeguarding and Right of Work in the UK 

The role will involve working with Companions and in the Community, therefore the 
successful applicant will need to have a Disclosure and Barring Service (DBS) check 
carried out. This is to check the criminal records and that the person is not barred 
from working with ‘adults at risk’. Some Companions can be classed as adults at 
risk. An adult at risk is anyone that has one or more of the following: 

- Does not understand certain decisions or transactions  
- Are unaware of their rights or how to complain 
- Have communication difficulties 
- Have limited life experiences 
- Are socially isolated 
- Have low self esteem 
- Are dependent on others for their basic needs 

 
The additional details form is needed to check any previous convictions. After 

interviews, the successful candidate will need to provide evidence of right to work in 

the UK and complete a DBS check. 

 

 

How We Store and Use Your Personal Information 

Your application and other information will be stored in a secure folder throughout 

the interview process. It will be stored for six months, to enable equality monitoring 

and also to enable us to contact you in the future should any other suitable posts 

become available. However if at any time you wish us to delete your information, 

then please do not hesitate to contact us and it will be destroyed.  

The application only will be passed onto other members of the panel. But before it is 

passed on, the personal information will be removed from your application. This 

includes: 

• Name 

• Address 

• Age 

• Marital Status 

This is to protect your personal information, but also to enable us to shortlist ‘blind’, 

so that we are fair and equitable to encourage a diverse workforce. 


