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Dear Candidate, 
 

Thank you for your interest in joining us 
as Director of Finance and Corporate 
Services at The Charity for Civil Servants, 
a key member of our Senior Leadership 
Team and a pivotal role within our 
organisation.  
 
It’s a great opportunity for someone, at an important time for us 
and I am delighted that you are interested in finding out more 
about the role. 
 
Across the working and retired civil service community our mission 
is to help people overcome life’s challenges and thrive. The Charity 
offers lifelong practical, financial and emotional support, advice 
and guidance for people wherever we can. Last year people came 
to us for help over 97,000 times and we gave out more than £1.6m 
in financial assistance for people in need. Everything we do as an 
organisation underpins the Charity’s vision of a supportive 
community in which everyone has the chance to live their life to 
the full.  
 
With a broad remit and wide range of responsibilities, we are 
looking for an excellent Director of Finance and Corporate Services 
to give a clear, authoritative lead across all Finance, IT, HR, 
Facilities and Governance aspects of the Charity’s operation, 
managing risk and helping to guide the organisation through a 
significant period of change and development. 
 

 
 
You will be a senior finance professional and a qualified accountant 
with experience of operating successfully at board level to shape 
strategic direction, supporting me as CEO and Directors in the 
leadership team, rapidly winning the full confidence of trustees 
and everyone in the wider Charity.  
 
As you might imagine, we are looking for a Director with the 
necessary intellectual and analytical rigour for such an important 
role, but also for someone who is as comfortable leading, 
managing and communicating with people, as they are with 
handling numbers. So the successful candidate will be a positive 
and outward-looking leader who naturally inspires confidence, 
motivates others and who enjoys working as part of a team.  
 
The Charity’s support has a dramatic impact on people’s lives 
when they most need it and, without our help, so many more 
people in our community would be at risking of losing hope.  Please 
do take the time to find out more about us. If our work inspires 
you and if you believe you have the skills and experience to play 
a key part as the Charity’s Director of Finance and Corporate 
Services, I very much look forward to receiving your application. 
Thank You.  
 
Graham Hooper 
CEO 
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Diversity 
Statement 
 
 
The Charity for Civil Servants is fully committed to the 
elimination of unlawful and unfair discrimination and values 
the differences that a diverse workforce brings. 
 
The Charity will not discriminate because of age, disability, 
gender reassignment, marriage and civil partnership, 
pregnancy and maternity, race (which includes colour, 
nationality and ethnic or national origins), religion or belief, 
sex or sexual orientation. It will not discriminate because of 
any other irrelevant factor and will build a culture that values 
meritocracy, openness, fairness and transparency. 
 
 
The Charity is committed to increasing accessibility for 
people from diverse backgrounds to join its team. We 
welcome and encourage job applications from people of all 
backgrounds. 
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About us 
 
The Charity for Civil Servants (registered as the Civil Service 
Benevolent Fund) was founded in 1886, originally to support 
destitute widows and orphans of civil servants. With monarchy 
patronage since our foundation, we have moved on a lot since 
then, adapting to need and circumstance as the Civil Service 
continues to deliver the agenda of the government of the day. 
 
In short, we raise money which we use to help people in 
need. 
 
 
Our vision, mission, and values 
 
We want people to be better for their interactions with us and 
believe in a supportive community in which everyone has the 
chance to live their life to the full. 
 
Our mission is to help current, former, and retired civil servants 
(and their dependents) overcome life’s challenges and thrive. 
 
We are a confidential, understanding, helpful, progressive, 
and collaborative organisation that puts people first, and the 
behaviours demonstrated by our staff and volunteers reflect this. 
 
 
 
 
 
 

 
What we do 
 
In the last three years, we have: 

• Responded to over 230,000 requests for help and provided 
more than £5m in financial assistance. 

• Raised over £13m from supporters, most of it through 
regular and payroll giving. 

 
Today, we are a charity of around 109 people employed and 
working across the UK and structured in three directorates. 
 

 
 
We operate in all regions of the UK and have our operational base 
in Sutton [Head Office].   
 
 
  

Chief Executive

Help, Advice and 
Services

Strategic 
Marketing and 

Income 
Generation

Finance and   
Corporate 
Services
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Our help offer is wide-ranging, with a focus on financial, 
emotional, and practical support. We have three core strands to 
our work: 
 
 Confidential conversations and advice 

via our in-house helpline (Mon-Fri 10am-4pm), chatbots, 
online messaging, or email/post. 
Wellbeing Financial Supporting carers 

D
ir

ec
t 

in
te

rv
en

ti
on

 

Funded services 
• Brain in Hand 
• BeMindful 
• Sleepstation 
• Relationship 

counselling 
• Anxiety 

counselling 
• Law express 
• Nutrition, 

exercise and 
weight 
management 

• Griefworks 

Grants 
• Assistance 
• Maintenance 
• Emergency 
• Mobility and 

adaptation 
• Funeral and 

bereavement 
• Cancer 

support top 
up 
 
 
 

Assistance 
• Carer’s digital 

statement 
• Carer’s emergency 

plan 

A
d
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n

d
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u
p

p
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t 

Wellbeing advice 
• Toolkits and 

resources 
• Subject guides 
• Webinars 
• Events 
• Breathworks 

mindfulness 
• Specialist anxiety 

guides 
• Stress test 
• Managers guide 

to wellbeing 

Financial advice 
• Money and 

debt advice 
• Financial 

capability 
tools 

• Talkmoney® 
service 

• Will writing 
• Specialist 

toolkits 
• Webinars 
 

Caring advice 
• Carers UK® hub 
• Dementia UK® hub 
• Caring guides 
• Webinars 
• Events 
• Caregivers’ guide to 

anxiety 

All of our offer is free at the point of access to current, former, and 
retired civil servants, and whilst some of our services are means-
tested to ensure we help as many people as possible, we go out 
of our way to support where we can. 
 
 
Who are we here for? 
 
The Charity has three core audience groups: 
 

1. Current civil servants  - The Civil Service is the UK’s second 
largest employer, behind the NHS. Employed by more than 
558 different organisations across HM Government, Scottish 
Government, Welsh Government, and the Northern Ireland 
Executive, and grouped under 25 different ‘professions’, civil 
servants undertake a vast array of different roles. Around 
30,000 new people join the Civil Service every year, whilst a 
further 17,000 change between Civil Service employers.  
 

2. Former civil servants  - Those who have left the Civil Service 
(this numbered around 32,000 in 2019) but have not yet 
retired. Whilst the vast majority are likely to be moving to 
other jobs and careers outside of the Civil Service, some (of 
course) may leave because their caring responsibilities force 
them to, while others may have suffered a life-changing event 
that means work is no longer an option. 

 

3. Retired civil servants – Those former civil servants who 
have retired and are likely to be in receipt of a pension. As 
retired civil servants get older, caring responsibilities often 
switch from that of a child or parent, to a spouse or partner 
and more complex health needs can become increasingly 
challenging.  

 
The Charity also supports the financial dependants of people in 
each of these groups, right across the civil service community.  
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Director of Finance & 
Corporate Services  
 

Circa £80,000 per annum 
 
Reports to: CEO 
 

Status: Full time (35 hours per week) fewer hours and/or flexible 
working arrangements might be considered for the right 
candidate. 
 

Location: Office Based in Cheam, Surrey.  
The Charity is moving to a hybrid working arrangement. 
 
 

Role purpose 
 
This is a broad role which requires someone with strong leadership 
skills and the vision and ambition to guide and support the 
Charity's CEO and the Board of Trustees. In this key role, they will 
inspire confidence at all levels, providing: 
 

• Strategic leadership and management of the Charity's 
finance and corporate service functions at director level; 
and 

• Expert strategic and tactical advice to the Charity's Board, 
CEO and senior management team on the impact of 
financial decisions; investment, governance, risk and 

financial management; and the performance of key 
specialist areas.  

 
 

Principal accountabilities 
 
Financial and strategic leadership for the Charity, including: 

• Contributing to the Charity’s strategic planning process, 
and leading the Charity’s financial, business planning and 
budgeting processes; 

• Ensuring that the appropriate vision and processes are in 
place to secure the long-term financial viability of the 
Charity, advising fellow Directors and the Trustees on the 
financial consequences of proposed actions; 

• Bringing financial and commercial strength to the Charity, 
in part by ensuring that an appropriate financial policy 
framework is in place to guide the Charity's financial 
decision making; 

• Monitoring the Charity's financial performance, taking 
responsibility for the effective management of expenditure 
and highlighting key performance indicators; 

• Monitoring all issues relating to the investment of the 
Charity’s funds, supporting the Investment Committee and 
liaising with the Charity’s investment managers; 

• Supporting and servicing the Board’s Finance and Audit 
committee by providing a comprehensive view of all 
financial, risk and governance issues impacting the 
Charity; 
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• Providing an external interface with auditors, pension 
administrators, investment managers, and charity finance 
specialists and acting as the key internal interface with the 
Treasurer on all relevant financial and related issues; 

• Acting as for the Charity representative on the Charity's 
defined benefit pension scheme attending meetings with 
the Pension Trustees and contributing to the future 
direction of the Scheme. 

 
You will: 

• Provide sound and authoritative advice on all aspects of 
governance to ensure compliance with the Charity's 
governing documentation, relevant legislation and best 
practice. 

• Maintain systems that ensure that all major risks are 
identified, analysed, reported on and managed 
appropriately. 

• Lead the Charity's Finance and Corporate Service functions 
(Finance, HR, Facilities, Information Technology and 
Governance Support) with around 20 staff in total ensuring 
they effectively support the Charity's business plans and 
operations.  

• Be responsible for the promotion of sound financial 
management, by encouraging responsible stewardship of 
the Charity's resources, promoting programmes to improve 
efficiency and effectiveness throughout the Charity’s 
activities. 

• Ensure timely and accurate management information is 
available to the Charity's Board, CEO, and other senior 
staff. 

 
 

Knowledge & experience 
Essential 

• Qualified accountant 
• Successful track record in leading a finance function 
• Experience in developing well-motivated, high-performing 

teams 
• First class understanding of statutory and management 

accounting 
• Experience of dealing with non-executive or trustee boards 
• Experience of business planning and budget processes 
• Good awareness of GDPR and related implications for data 

management 
 
Desirable 

• Experience in leading functions beyond Finance e.g. HR, 
Facilities, IT, Governance and   developing multi-
disciplinary team 

• Experience of managing significant financial investments 
• Experience of defined benefit pension schemes 
• Experience of working in a charity 
• Good understanding of charity law and relevant charity 

commission guidance 
• Experience of preparing accounts in line with Charity SORP 
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Skills and abilities 
• Proven ability to think strategically 
• Ability to successfully articulate technical or complex issues 

to a non-finance audience 
• Strong analytical and problem-solving skills 
• Effective leadership and management skills 
• Effective communicator with excellent written and verbal 

communication skills 
• Ability to prioritise conflicting priorities and work to 

deadlines 
• Good understanding of the principles and practice of risk 

management 
 
 
Values and behaviours 

• High level of integrity, with an engaging and motivational 
leadership style. 

• Energy, enthusiasm and empathy for the Charity’s cause 
• Team player who thrives in collaborative environment and 

works well cross-functionally 
• Ability to build strong relationships with colleagues and to 

operate effectively at all levels in the organisation 
• Results-oriented with high standards, a can-do attitude and 

a sense of personal responsibility 
 

Additional information  
• This role is based at the Charity’s headquarters in Cheam 

(moving to a hybrid basis). The successful candidate will 
be required to attend meetings in Central London and 
occasionally to travel to other locations in the UK.  

• Demonstrable experience of the breadth of responsibilities 
in this job description will be required. 
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Director Organisation Chart 
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How  
to apply 
 
To apply, please send your CV and cover letter (no more than 2 
pages) to CFCS@allenlane.co.uk  
 
 
Application checklist 
 
Please check that you have included the following in your 
application: 

• An up-to-date CV 
• Letter of Motivation, which is a supporting statement 

demonstrating how you meet the key requirements of the 
role 

 

 

 

 

Recruitment timetable 
 
Application deadline: Monday 2nd May, midnight 
Shortlisting: Wednesday 11th May 
First stage interviews: w/c 15th May 
Second stage interviews: w/c 23rd May 
 

Contact 
 
Bryony Thomas 
Business Manager 
07921 334 625  
bryonythomas@allenlane.co.uk  
 
Allen Lane Recruitment  
33, King Street, SW1Y 6RJ 
020 3031 9613 
www.allenlane.co.uk  
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