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JOB DESCRIPTION 
 
 
 
Job title:   Head of Finance, Facilities & Technology      
 
Accountable to: Chief Executive 
 
Department: FFT 
 
Location:  London  
 
 

 
Context 
Mayhew provides a range of animal welfare and veterinary services, in the UK and abroad. We offer expert 
veterinary care, rescue and rehoming, programmes in the community and guidance and support to improve 
the lives of dogs and cats in need. 
 
We operate, in the main, from our historic building in north London but also have operations in Georgia and 
Afghanistan.  The Head of Finance, Facilities and Technology is an integral part of our senior management 
team and our work to ensure dogs and cats in need receive the care, support and love they deserve. 
 
Job purpose/summary 
Serving as a proactive and engaged member of our Senior Management Team and providing functional 
leadership to our Finance, Facilities and Technology teams, the postholder will initiate, drive and implement 
improvements across these functions through oversight and management of good practice, effective and 
efficient everyday operations and by leading strategic change projects, process improvements, organisational 
development work streams and cross-functional initiatives. 
 
The Head of Finance, Facilities and Technology is responsible for all aspects of the charity’s financial 
planning, accounting and reporting. The post holder will lead our small Finance team, ensuring good practice 
financial controls, decision making and compliance with UK company and charity laws and regulations. The 
post holder will also oversee company secretarial responsibilities as well as data protection and information 
risk management. The postholder will be accountable for the effective and efficient management and 
maintenance of our historic building which provides a home for the animals in our care, houses our community 
veterinary clinic and serves as a hub for staff and volunteers in their everyday work. The post holder will be 
responsible for the development and maintenance of our facilities, including a small fleet, Health & Safety 
policies and procedures, business continuity plans and our insurances. The Head of Finance, Facilities and 
Technology also provides oversight, leadership and management of our IT service management and IT 
infrastructure, overseeing the overall development and maintenance of our data and technology.  
 
The Head of Finance, Facilities and Technology will manage a budget of c£600k. 
 
Key relationships 

• This post reports to the Chief Executive 

• The post holder will work closely together with the Head of People, Head of Operations & Acting Head of 
Clinic and other members of the Senior Management Team 

• A small team of 2.0 FTE will report into this role. This role may also have, from time to time, coordination 
and delivery management support resources to manage complex or resource intensive deliverables 

• The post holder will manage key relationships with the organisation’s appointed banks, auditors, 
outsourced partners, insurance brokers, suppliers etc. 

• The post holder will work across functional teams and seniority levels of the organisation to inspire, 
design, lead, and ensure effective delivery of strategic and operational goals across Finance, Facilities 
and Technology. 
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Main areas of responsibility 
Financial leadership and management  

• Developing, overseeing and providing overall financial direction and supervision for the charity 

• Supporting strategic and operational planning by leading financial planning and budget preparation 

• Maintaining the integrity and efficiency of the charity’s financial accounting processes and systems, 
ensuring effective internal systems of control 

• Providing regular, insightful and accurate reporting for the SMT, CEO & Board of Trustees 

• Managing exchequer services and cash flows, management reporting, forecasting and financial risk  

• Overseeing regular finance routines including accounts payable and receivable, payroll processing and 
VAT and Gift Aid filing 

• Managing our international banking arrangements and foreign currency risk 

• Leading the preparation of our annual statutory reporting and annual audit  

• Overseeing company secretarial responsibilities including filing of all necessary returns and documents 
with Companies House, the Charity Commission, HMRC and other governmental and regulatory bodies 

• Working with the Chief Executive and SMT to set and maintain charity-wide policies, processes and 
standards for management of key corporate risks  

• Presenting visually engaging reports across the portfolio of accountability for senior decision makers 

• Leading and coordinating the strengthening of operational and financial processes where they will lead to 
improved effectiveness and efficiency 

• Developing and cultivating development of skills, standards and capabilities for the team   

• Identifying capacity, performance or planning issues relevant to the team and developing strategies to 
address them in a timely manner 

• Supporting the Head of People with workforce planning for the organisation 

• Identifying, highlighting and exploiting legitimate opportunities for further innovation and sustainable 
improvement at Mayhew. 

 
Facilities leadership and management  

• Leading the management and maintenance of all facilities, equipment and operational resources, 
ensuring they are safe, effective and efficient   

• Ensuring the kennels and cattery, clinic, office, staff/volunteer areas of the premises and environment are 
safe, secure, suitably equipped and functioning to support all staff and volunteers in their everyday work 

• Ensuring compliance with all the laws and regulations to which we are subject in relation to our fleet and 
facilities, including by being the organisational lead for the Health & Safety policies and procedures 

• Leading and maintaining a capital and maintenance programme for the Home, working with colleagues in 
Operations to manage delivery and with colleagues in Fundraising to secure funding 

• Leading the procurement and renewal of our insurances, ensuring adequate cover at all times 

• Leading contract negotiations and account management in relation to key supplies and services  

• Overseeing annual servicing routines for office equipment including PAT testing, Fixed Wire Testing, and 
visual checks on all portable appliances 

• Organising annual Fire Risk Assessments and safety checks of extinguishers, emergency lighting and 
alarm equipment 

• Overseeing the maintenance and safe operation of our fleet of vehicles and clinical veterinary equipment 
 
Technology leadership and management  

• Leading and managing our information technology services tools, platforms, resources and contracts 

• Overseeing cybersecurity and information risk management arrangements  

• Serving as Data Protection Officer 

• Leading and managing data and information storage in line with best practice and regulatory requirements 

• Ensuring staff and volunteers working remotely have the technology and tools to carry out their work 
safely, effectively and efficiently  

 
Influencing and relationships 

• Building and maintaining strong working relationships with staff and volunteers to ensure their needs are 
understood and met  

• Reporting key strategic and operational information to our trustees in succinct and impactful ways 

• Regularly addressing a range of non-technical audiences to keep them abreast of the technical 
requirements of the team and to ensure effective internal systems of control 

• Proactively maintaining open lines of communication with members of various teams in an effort to ensure 
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cross-departmental collaboration and readiness/support. 
 
Operational team management  

• Providing direct line management to a team of staff and volunteers and actively monitoring and supporting 
them to ensure that the team’s key deliverables are consistently met to agreed service standards 

• Building and effectively managing relationships with direct reports to support their performance and 
development 

• Modelling leadership behaviour, coaching and providing support and advice to colleagues and others  

• Using professional discretion to fulfil the responsibilities of the role, including holding colleagues to 
account for compliance with the requirements of our policies and procedures, under the overall 
supervision of the Chief Executive 

• Representing Mayhew at national and local events for the charity, the sector and membership groups. 
 
General 
In addition to the specific duties and responsibilities outlined in this job description, all Mayhew employees 
should be aware of their specific responsibilities towards the following: 

• Mayhew is committed to encouraging volunteering throughout the organisation and as such the post 
holder will be expected to support and respect volunteers, and may be asked to work alongside or 
supervise a volunteer as part of their role  

• Adhere to all health and safety and fire regulations and to co-operate with the charity in maintaining good 
standards of health and safety 

• Adhere to all Mayhew policies and procedures at all times 

• Actively promote and support the safeguarding of dogs and cats in need, observing and adhering to 
values and policies on animal welfare 

• Uphold ethical and professional standards and not behave in a manner that is likely to bring the charity into 
disrepute. 

• Promote and sustain a responsible attitude towards equal opportunities and diversity  

• Demonstrate a commitment to ongoing registration requirements or any national professional or 
occupational standards associated with the role 

• Demonstrate a commitment to ongoing learning and development and to participate in any training 
relevant to the role 

 
This job description is not exhaustive. It merely acts as a guide and may be amended to meet the changing 
requirements of the charity at any time after discussion with the post holder. 
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PERSON SPECIFICATION - Head of Finance, Facilities & Technology  

Criteria Essential Desirable 

Knowledge, 
educational & 
professional 
qualifications 

• Educated to degree level  

• ACA, ACCA or other CCAB qualification 

• Knowledge of charity accounting 

• Understanding of SORP 2015 and FRS 102 

• Understanding of UK company law 

• In-depth working knowledge of facilities management and 
procurement 

• Knowledge of tools, including those for planning, estimation, 
stakeholder management, issue, risk and benefits management 

• Knowledge of charity or 
animal welfare sectors 

• Qualified and 
experienced in 
managing Health and 
Safety  

• ITIL qualification 

• Project management 
qualification  

Experience • Knowledge and experience of charity financial management and 
accounting, including fund accounting and partial VAT 
exemption for charities  

• Line management; leading and overseeing a demonstrably 
successful, vibrant team 

• Analysing data, parsing complex information and providing 
insights  

• Experience of working with senior stakeholders, including 
trustees, to understand requirements 

• Designing, managing and delivering highly complex solutions to 
ambiguous and sometimes contentious issues where the 
solution requires both process improvement expertise and 
change management skills   

• Defining, monitoring and evaluating performance 

• Operational management including knowledge of HR practice, 
people and budgetary management  

• Influencing and holding senior colleagues to account, including 
delivery of change through operational managers at the same or 
higher level of seniority 

• Challenging traditional working practices and gaining buy-in and 
support from a range of stakeholders  

• Experience of 
delivering complex 
strategic programmes 
within the charity or 
animal welfare sectors 
 
 

Skills / 
Abilities 

• Financially literate, with a good understanding of financial models 
and analysis 

• Ability to think strategically (keeping things in perspective, 
viewing the wider context, making the links) 

• Possessing highly developed analytical, judgement and problem-
solving skills to interpret and evaluate complex, dynamic and 
sometimes ambiguous situations and information  

• Able to engage and communicate effectively, demonstrate 
sensitivity, and influence and negotiate with a range of 
stakeholders and audiences 

• Strong consultative, listening and communication skills with the 
ability to adapt to a diverse range of people and staff across 
levels of seniority, being assertive when required  

• Able to work well collaboratively and in a team as well as 
autonomously and independently  

• Logical, practical and structured approach to manage competing 
priorities and manage tight deadlines 

• Strong project-related skills including the ability to set, monitor, 
evaluate, communicate and base action on meaningful metrics;  

• Advanced Excel skills and skilled in all MS Office packages 
(especially Outlook, Word, Excel, PowerPoint) 

• Understands the social 
and political factors 
shaping local/national 
realities of animal 
welfare services 

• Able to map, document 
and formalise business 
processes with ease 

• Capable and confident 
in presenting to and 
leading large groups of 
people as a facilitator 
 

Where appropriate, reasonable adjustments to these criteria will be considered to accommodate 
personal circumstances such as disabilities 


