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TAG Youth Club for Disabled Young People (“TAG”)
Business Manager Job Description
 

Reports to: Head of Operations; works closely with: CEO, staff and volunteers.

Job Purpose

To provide day-to-day operational, finance, fundraising and administrative support to ensure TAG runs efficiently and compliantly by maintaining systems, finances, facilities and communications and supporting the CEO and Head of Operations in their tasks and responsibilities.

Responsibilities:

Financial Administration:
· Co-ordinates the input and reconciliation of all financial data, including invoices and expenses, ensuring that all information is accurate, efficiently allocated, up to date and balanced
· Produces monthly reconciliations and draft management reports for the Head of Operations
· Ensures efficient reporting, analysis and measurement of financial information and data against set timescales, targets and objectives in conjunction with the Head of Operations
· Supports annual budget preparation and assists with reporting to the Trustee Board 
· Contributes to the Annual Report and maintains accurate financial and payroll records. 
Fundraising and Reporting
· Tracks funding opportunities, deadlines and bid submissions
· Drafts and edits grant applications, monitors reports with the CEO and Head of Operations
· Maintains fundraising database and ensures timely submissions
· Maintains up-to-date service user feedback (members/parents/carers) and case studies
· Tracks award deadlines and write entries.

Office & Systems Management 
· Maintains filing, record-keeping, and databases, ensuring GDPR compliance 
· Maintains IT, equipment, stationary, suppliers, insurance and service contracts
· Supports management administration.

Buildings, and Health & Safety
· Co-ordinates day-to-day building maintenance cleaning and repairs and contractor liaison.
· Maintains Health & Safety records (accident book, first aid supplies, annual safety checks) 
· Escalates any compliance issues or risks to Head of Operations

Promotion, Marketing and Communications 

· Keeps TAG’s website and social media up to date.  
· Supports events and marketing alongside the Friends of TAG Group 
· Responds to general enquiries from the public or partner organisations
· Ensures TAG is regularly publicised amongst young people, and supports the CEO and Head of Operations  in the updating of activities and posting across social media
· Represents TAG at appropriate events, meetings and functions.

General Support

· Manages DBS documentation, insurance policies and membership subscriptions
· Escalates any safeguarding or staffing issues to the Heade of Operations
· Supports internal events, staff meetings and administrative processes
· Attends regular meetings with the CEO and Head of Operations.
Person Description

Knowledge, Skills and Experience

Essential
· Proven experience in a business management role 
· Bookkeeping and financial admin experience
· Excellent organisation, attention to detail and IT skills
· Excellent written and verbal communication skills 
· Ability to manage multiple priorities calmly and efficiently

Desirable:

· Experience of working in the voluntary sector, ideally in a charity, focused on young people with disabilities
· Experience with Xero or similar accounting software
· Understanding of charity fundraising processes

Values and Behaviours

Commitment to confidentiality, equality, and inclusion 
Able to communicate constructively, honestly, and openly with colleagues
Collaborative, flexible and reliable
Positive attitude and enthusiasm for TAG’s mission.

This job description will be reviewed in the light of organisational change and of the experience and skills of the individual in post.  It reflects current Trustee Board thinking and the charity’s current requirements.  The job description may be open to refinement, with feedback from the successful candidate and our existing team, to ensure we have the correct balance of people, skills and experience.
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