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Finance Manager (3 to 4 days per week)


If you have a passion for crunching numbers and getting the detail right, and you want to help create a better food system, then we want to hear from you.

We are looking for someone to join our workers’ cooperative in a role where you will collaborate with others to manage the day-to-day financial operations of OrganicLea, including preparing and managing budgets, generating financial reports, and helping to ensure funder and statutory compliance. You will also have a particular focus on the financial and systems management of our box scheme which distributes produce to 600 households across Waltham Forest, and the potential to support partner organisations with their finances and business development too. This role requires good spreadsheet skills, strong knowledge of Quickbooks or similar accounting software, and solid understanding of accounting processes. We are looking for someone who is keen to share their financial skills, empowering and supporting others to understand and engage in this crucial aspect of running a community business.

This role is available as 3 to 4 days a week depending on your availability and interest in its different aspects. In addition to core finance responsibilities, the role can include some or all of: joining the weekly box packing process, helping with box scheme administration and customer liaison, or working to support fledgling organisations in the Waltham Forest food growers’ network to understand and manage their finances well. You will be working in the Distribution and Finance teams at OrganicLea.
Team members work closely together, sharing responsibilities to make our enterprise work smoothly, as part of our mission to reimagine a socially and environmentally just food system. 

More detailed tasks and responsibilities, and the skills and qualities we are seeking, are set out below. And for us, experience and commitment is more important than formal education. So if you do not meet all the skills and experience listed in the person specification, but feel you are the right person for this work, you are encouraged to apply. 
Hours: 3 to 4 days per week depending on specific work areas agreed with the successful candidate. Long term our preference is for a 4 day per week role to be established, as we believe that usually functions best for our organisation and the worker. This could include additional responsibilities in other areas of our work. 
Salary: £30,503 pro rata per annum 
Contract length: Permanent contract subject to a 7 month probationary period 
Responsible to: OrganicLea Workers’ Cooperative
Location: Hawkwood Nursery in Chingford, with some meetings and events at other venues in Waltham Forest or neighbouring boroughs 
There is some flexibility around working days but needs to include some of Monday, Tuesday, Wednesday as core day(s). There is potential for occasional weekend work. 



OrganicLea is committed to equity and representation, and we particularly welcome applications from people who are from Black and Minoritised communities, have disabilities, are LGBTQIA+ or don’t have university degrees, so as to better reflect the communities in which we live and work. 

We are a Disability Confident Committed employer. We are happy to make appropriate reasonable adjustments during the interview stage and to our workplace if selected. Please use the application form to let us know if this is relevant to you (you do not need to share any details about your disability at this stage). If you meet the minimum requirements for the role we will offer a guaranteed interview.  

We seek to offer an open and supportive workplace which supports colleagues’ mental health and wellbeing. We are committed to ensuring that colleagues feel able to disclose any mental health conditions and to supporting them and offering reasonable adjustments when required.  



Person Specification 
We are looking for the following experience, skills and commitment. It is unlikely that anyone will meet all the skills and experience listed in the person specification. If you feel you are the right person for this work, you are encouraged to apply.

Experience and skills
· Excellent financial skills and a passion for crunching numbers
· Solid knowledge of bookkeeping practices and accounting principles
· Experience of using finance software such as Quickbooks
· Experience of producing management accounts, budgets, VAT returns, preparation for annual accounts and financial reporting to grant funders
· Strong knowledge of excel, googlesheets and similar spreadsheet software
· Experience of presenting complex information in a clear and summarised format
· Experience of ways of working which promote participation and inclusion, including working with and supporting volunteers

Ability and Commitment
· Strong ability to work under own supervision, to manage and prioritise own workload and to meet deadlines, but also work as part of a team in a collaborative and sensitive manner. 
· Ability to communicate clearly and accessibly, verbally and in writing 
· Ability to troubleshoot and deal with challenges in a creative, friendly and professional manner 
· Commitment to working within a cooperative structure and decision-making ability rooted in consensus  
· Interest in working with sustainably grown produce, and commitment to environmental sustainability in all aspects of the work


More detailed job role and responsibilities

Elements not in italic are core to this role, whilst those in italic are the potential additions to establish a fuller 3 or 4 day per week role. 

Co-op Finance management

· Monthly/bi-monthly management accounts including importing transactions from payment processing platforms, journal entries, reconciling liability accounts, checking for errors on QuickBooks, updating tracking sheets (grants, production sales etc) 
· Grant finance reporting and budget support for funding applications
· Quarterly VAT returns including annual de minimis test
· Supporting colleagues who carry out invoice processing, payroll prep and income recording with any bookkeeping queries 
· Preparation of annual budget in discussion with teams
· Annual accounts preparation including annual review in liaison with Organiclea accountant
· Finance check-ins with Organiclea work teams, and other support/reporting as required
· Supporting the financial literacy of the coop
· Management of Accounts@ email inbox 
· Authorising bank payments
· In conjunction with Finance team colleagues, undertake regular review, and evaluation of, finance systems to ensure they are working well
· Hold preparation of Finance team meetings (held every 6-8 weeks) including collating and sending out agenda
· Other finance duties including support for Open Days, submitting electricity meter readings, support with insurance renewals and managing other regulatory paperwork (eg. National Statistics Office surveys)
· Support partner organisations with their financial development including setting up/improving bookkeeping operations, preparation and filing of annual accounts 


Box Scheme Finance & Systems Management
· Weekly export of data from our online box administration system (Ooooby) to generate labels and paperwork used in pack and delivery
· Weekly box payment run, including check for outstanding debt and liaising with customers to address it
· Generate updated finance tracking and delivery reports, shared with the team weekly to monitor customer sign-ups and leavers
· Generate projections on box scheme numbers tracked against previous years, to share with OrganicLea directors in quarterly meetings
· Create the box scheme annual budget, working with team colleagues to project staffing and other costs for the year ahead
· Provide an updated re-forecast of the budget mid-year
· Participate in fortnightly team meetings to coordinate operations and develop strategy

Box Scheme Customer Liaison
· In conjunction with colleagues manage the box scheme email account to respond to customer queries or complaints
· Weekly export of customer email data for sending box scheme newsletter
· Carry out follow-up communications with new customers one month after subscription
· Carry out annual customer survey
· Work as a team to review systems in response to issues raised and survey feedback from customers

Box pack
· Hold responsibility for one of the packing stations in the weekly pack (Wednesdays), helping to ensure quality control and correct and timely packing and sorting for delivery
· Working with and supporting volunteers in the box pack
· Support tidying up and sorting after completion of the pack


General team responsibilities
This role will participate in Distribution and Finance teams as an active and engaged team member, sharing the workload with peers as necessary – which could include:
· Taking part in marketing and promotion of the box scheme and engagement with customers (eg events/site tours for customers) 
· Collaboration with other teams, eg to support work experience or supported volunteer placements in the box pack 
· Be willing to take a lead or coordinate aspects of OrganicLea’s work that relate to Distribution and Finance, for example contributing to funding applications, representing OrganicLea at external events or meetings.


Responsibilities associated with OrganicLea cooperative
OrganicLea is a workers’ cooperative with all governance and management carried out by worker members employed for 3 or more days per week with OrganicLea, who are appointed as company directors. This includes to:
· Share responsibility as a Director of OrganicLea for the organisation’s governance, legal compliance and statutory responsibilities.
· Participate in General Meetings and work teams of the cooperative and support the processes of consensus decision-making within the cooperative.
· Monitor and mitigate financial, health and safety and other risks within the area of responsibility.
· Share responsibility for peer appraisal and support, facilitating meetings, minute-taking, and other organisation-wide tasks.
· Participate in the development of OrganicLea as a workers’ cooperative organisation, including contributing to the development of other related projects within the cooperative.
· Work together with other Co-op members and volunteers according to co-operative and permaculture principles. (For more information on these principles, see our website.)
Members are expected to abide by the Secondary Rules and policies of OrganicLea, work considerately and respectfully with all, and be willing to undergo training as deemed appropriate by the Co-op. Full members are normally appointed as Directors of OrganicLea. Whilst these are strong commitments, our cooperative structure also offers a strong sense of community, a beautiful work environment, shared lunchtimes, flexibility in work styles and hours, and the opportunity to do meaningful and rewarding work that helps people and the environment in very real and direct ways. 


How to apply
● Please read the above role responsibilities and person specification carefully 
● Please use the separate Application document to make your application. We also ask that you complete an equal opportunities monitoring form online here.
 
You can contact Craig about the application process by email on craig@organiclea.org.uk
Please send completed applications to craig@organiclea.org.uk
Deadline for applications is 9am Wednesday 30 July
Interviews are expected to take place on Monday 4th or Tuesday 5th of August 2025.
Start date: As soon as possible after interviews
Successful appointment to the role will be subject to satisfactory references and will require proof of eligibility to work in the UK, self-declaration of unspent convictions and a basic Disclosure and Barring service (DBS) check.
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