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Dear Potential Colleague, 
 
We’re the only UK charity looking after the nation’s lungs. Can you help us make sure that one day 
everyone breathes clean air with healthy lungs? 
 
Our finance team helps support everything we do. We need someone to help our new Director of 
Finance and Corporate Services provide timely and accurate financial information. But we need 
much more than just management accounts and budgets. Our fundraisers rely on detailed income 
analysis. Our business development team need financial insight to help develop bids and proposals. 
Our project officers cannot work without up to date monitoring of costs against budgets. I need to 
know that we have firm control over our restricted funds and that we can demonstrate they have 
been applied according to the donors’ wishes.  The Board needs to know that our investments are 
being managed appropriately. 
 
Most importantly, we are looking for the sort of person who makes the numbers come alive. 
Someone who can explain what a spreadsheet really means, why it is important and suggests what 
we should do next. Someone with ideas and enthusiasm. Someone who wants to develop into a true 
business partner. 
 
In the current climate, all charities are faced with the challenge of controlling their expenditure. 
To do this we rely on our strong financial reporting systems, controls and governance.  We 
understand there is always room for improvement.  Can you drive that change while helping us 
continue to meet regulatory requirements and the ethical standards we set ourselves? 
 
We value our staff.  You can see elsewhere in this pack some of the benefits of working with the 
BLF.  If you are the person we want, you will have the creative ideas to help us cost effectively 
enhance these. 
 
I hope everything you read in this pack fills you with excitement and curiosity to find out more. And 
perhaps one day I will have the opportunity to welcome you to the BLF?  
 
Dr Penny Woods 
 
Chief Executive 
British Lung Foundation 
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Lung disease affects more than 12 million people across the UK.  

We are leading the fight against lung disease to make sure no one has to face it alone. We promote 
greater understanding of lung disease and campaign for change in the nation’s lung health. 

Additionally, we fund vital research so that new treatments and cures can help to save lives. 

Context of Work  

One person in five in the UK is affected by lung disease. As the only UK charity for people affected 
by all lung and respiratory disease – from mild asthma through to lung cancer – the British Lung 
Foundation (BLF) is here for every one of them. We are leading the fight against lung disease by 
providing support, funding vital research, and campaigning for better prevention, treatment and 

care. 

Our Vision  

Our vision is for everyone to breathe clean air with healthy lungs.  

Our Mission  

We offer hope, help and a voice.  

To achieve our vision, we have a set of goals which we will work with together to deliver. 

 Improve lives by preventing, treating and curing lung disease through funding research 

 Campaign to achieve clean air and healthy lungs 

 Empower people affected by lung disease through the best support, information and 
services 

Values  

Our shared values guide us in everything we do:  

 Empathy – We listen with empathy and treat people with respect. Our work is guided by 

what people tell us they need. 

 Empowerment - We empower people with the skills, knowledge and confidence to take 
control of their lives. 

 Excellence – We inspire and lead action. We always work hard to improve what we do and 

respond positively to challenges that arise. 



Working for us 

 

The BLF has approximately 85 staff, of which around 50 staff are based in the BLF Head Office 

based in Goswell Road, London. 

Teams in this office include fundraising, communications & marketing and corporate services. Some 

of our projects and services staff are also based here. 

In Liverpool we have BLF Direct which provides our telephone and email support services and looks 
after our Breathe Easy patient support network.15 staff are based in this office. 

We also have small offices in Glasgow and Cardiff where small teams (three people in each office) 
provide local influencing in Scotland and Wales. 

Other staff are home based so that they can deliver local projects or influence local NHS services. 
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Our finance team is core to everything we do.  We are looking for an enthusiastic finance 
professional who wants to work in an environment where ideas and enthusiasm are encouraged.  We 
want someone who explains complex issues in everyday language and can relate “the numbers” to 
the services we deliver. 
 
You will be responsible for producing financial and management accounts, budgets and forecasts. 
You will make sure that income is correctly accounted for and that staff and suppliers are paid on 
time. You will need to work with teams across the charity and regularly meet with our Finance 
Committee, auditors and advisors.  Just as importantly, you will continually improve business 
processes and develop and mentor a small team. 

 

Designation of post and position within departmental structure  

 

Director of Finance and 
Corporate Services 

Financial Controller

Purchase Ledger Clerk

Finance Officer
Breathe Easy Finance Officer 

(Liverpool)
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Position title:   Financial Controller  
Reports to:   Director of Finance and Corporate Services 
Location:   Head Office, 73-75 Goswell Road, London EC1V 7ER 
No. of hours:   Full time, 36 hours per week 
Period of employment:  Permanent 

Salary guideline:  Circa £47,000 

 

Overall Objectives of the Job  

To help the Director of Finance and Corporate Services maintain robust financial management of the 
charity by: 

 Ensuring efficient, accurate and timely management and financial reporting 

 Providing technical financial and accounting knowledge including Charity SORP, accounting 
for restricted funds, VAT (partial exemption) 

 Driving budgeting, forecasting and other decision making processes 

 Providing financial support to non-finance teams (including helping developing bids, business 
plans and financial analysis) 

 

Key Responsibilities 

Management and financial reporting 

 Produce accurate monthly management accounts in accordance with agreed timetables 
showing performance against budget and explaining variances 

 Prepare annual Charity SORP financial accounts and manage the external audit process to 
ensure audit queries are resolved efficiently and final statutory accounts are presented to 
the Board according to the agreed timetable 

 Maintain detailed records of restricted funds 

 Manage a team of three to ensure the smooth running of the finance function (including 
processing an payment of purchase invoices, raising sales invoices, income processing, 
payroll, maintaining cash books and bank accounts) 

 Constantly work to improving processes to increase the efficiency and accuracy of financial 
reporting and to meet with the charity’s changing management information requirements 

 
Budgeting and forecasting 

 Manage the annual budget process, ensuring all deadlines are met 

 Work with teams to ensure that the budgets match to the business plans 

 Maintain rolling forecasts to ensure that cash and reserves are actively managed and the 
charity operates within budget and allocates resources effectively 

 Ad hoc financial modelling and option appraisal 
 
Financial support 

 Help other teams develop bids and budgets for new projects, including assessing the wider 
financial impact of any proposal 

 Advise on VAT impact of potential new projects 

 Monitor projects against funders’ budgets and help prepare financial monitoring returns 
 
Other 

 Ensure tax and regulatory returns are accurate and filed on time (e.g. quarterly partial 
exemption VAT return) 

 Maintain the financial control environment 

 Prepare and present reports at Finance Committee meetings and compile Committee minutes 

 Undertake any other duties that may reasonably be required by the Director of Finance and 
Corporate Services 
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Education & Training 

ACCA, CIMA, ACA or equivalent 
Evidence of and a continued commitment to Continuous Professional Development 

 

Skills & Experience 

Essential 

 Significant accounting experience in large/medium charity  

 Experience of year end process, account preparation and external audit 

 Understanding of complex cost centre structures and restricted funds 

 Excellent IT skills, particularly in Excel (to Macro level) 

 SAGE line 200 experience (or similar accounting systems) 

 Experience of directly managing a small team 

Personal Attributes 

 Excellent communication skills (telephone, written and personal) 

 A thorough approach and strong attention to detail 

 Able to prioritise and plan workload efficiently  

 Willingness to work flexibly in response to changing requirements 

 Creative and innovative approach to dealing with issues and problem solving 

Other Requirements 

 Some travel to  other UK locations (including other BLF offices) as required by the charity 
 

 Flexibility and willingness to work outside normal office hours when the occasion demands 
 

 Awareness of, and comfort with, BLF funding medical research which may on occasion 
involve animal research 

 

 Non-smoker, due to the nature of the BLF’s work 
 

This Job Description is illustrative and non-exhaustive in scope.  The job holder may be required to 
fulfil additional and different duties as reasonably required by the British Lung Foundation.  
Reporting line and scope may vary from time to time to reflect the changing needs of the British 

Lung Foundation.



Benefits 

blf.org.uk  10 

Below is a summary of our typical Statement of Main Terms and Conditions of Employment. 

Working Hours 

 Normal working hours are 36 hours per week. 

Annual Leave 

Generous  

 30 days plus bank holidays 

 Additional annual leave entitlements at service anniversaries 

 Pro-rata entitlements for part-time staff 

 Option to ‘buy’ and ‘sell’ holiday entitlement – up to 5 days. 

Pension 

 Employer contribution at 5% 

Other benefits* 

 Health care cash plan scheme  

 Computer/Laptop loan  

 Cycle Scheme  

 Season Ticket loan  

 Childcare vouchers  

 Life assurance scheme 

*Some benefits are subject to successful completion of probationary period  



How to apply 

 

 

To apply for this role please contact Amber Windley at Goodman Masson, our retained agency, on 

020 7324 0576 or by email at amber.windley@goodmanmasson.com. 

 

We will need a detailed CV alongside a supporting statement to demonstrate your capability in 

filling the job requirements and person specification.  

 

 The closing date for applications will be Thursday 9th June.  

 First stage interviews will be held on Friday 24th June. 

 Second stage interviews will be held on Thursday 30th June. 

mailto:amber.windley@goodmanmasson.com
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facebook.com/britishlungfoundation 

 

twitter.com/lunguk 

 

flickr.com/britishlungfoundation 

73-75 Goswell Road 
London EC1V 7ER 

British Lung Foundation is a registered charity in England and Wales (326730),  

Scotland (038415) and the Isle of Man (1177). 


