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Job Title  Finance and Operations Manager (UK) 

Reporting to  Director of Finance and Operations (Ireland) 

Direct Reports  N/a 

Contract Type  Part time 3 days/ week, 5 Year Fixed Term to be extended over 
the remaining life of the fund – anticipated to end by 2033. 

Location  Remote role 

Date  March 2026 
 

*** IMPORTANT: HDF will only consider applicants with the existing right to reside and work in the UK. ***  

To apply: Please send in your CV and a cover letter to recruitment@humandignity.foundation.  

Background 

Human Dignity Foundation (HDF) is a private, philanthropic foundation which was established to enable children to live with 
dignity. In recent years, we have focussed on funding organisations who help protect and safeguard children from sexual 
exploitation and abuse (CSEA). HDF is a spend down foundation which expects to complete the funding of its international 
partner projects by the end of 2033. 

In 2023, HDF updated its strategy to drive the expansion of our portfolio of projects and maximise the foundation’s 
future impact – to support more children affected by or at risk of CSEA. To support this strategy, HDF is in the process 
of setting a UK registered charity, which is expected to be operational by end of Q1 2026. 

Job Purpose 

The Finance and Operations Manager will oversee and support the operations of the UK charity, working closely with 
the HDF team based in Dublin, to ensure its smooth running and compliance with UK laws and charity regulations.  

Key Tasks and Responsibilities 

The Finance and Operations Manager role will be dynamic and diverse given the small nature of HDF’s team. The role 
will be expected to build on the processes, policies and tools already in existence within HDF Switzerland and adapt 
them to the UK context. Core responsibilities of this role will include: 

Finance 

• Process and record payments and other transactions in the accounting system; 

• Maintain financial records and prepare monthly management accounts, reconciliations, etc. for review by the 
Director of Finance and Operations; 

• Support payroll processes and liaise with external providers; 

• Manage required filings with HMRC as required (expected to be minimal); 

• Prepare annual financial statements and coordinate/ support the annual audit/ financial verification of the 
charity; 

• Prepare the annual budget and produce quarterly cashflow forecasts, ensuring timely drawdowns of funds from 
HDF Switzerland as needed. 

mailto:recruitment@humandignity.foundation
http://www.humandignity.foundation


Job Description – Finance & Operations Manager HDF UK    2 

Operations & Administration 

• Produce and oversee the submission of reports and/or required filings to the Charities Commission and ensure 
broader compliance with its requirements; 

• Produce reports and filings to Companies House as needed, and coordinate with the Company Secretary for 
their timely submission; 

• Maintain the charity’s risk register to ensure risks are appropriately understood and mitigated; 

• Produce and update internal policies, procedures and tools (templates to be provided where available); 

• Set up and oversee the UK pension scheme, life assurance/ health insurance schemes as required with the 
relevant providers; 

• Support the planning and delivery of meetings of the Board of Trustees and other internal and external meetings 
as needed; 

• Organise travel arrangements for UK based staff(s) and Trustees as needed; 

• In time the role may take over Company Secretary duties from our external provider; 

• Conduct procurement, liaise with suppliers and manage their contracts as needed;  

• Conduct other administrative tasks to support the running of the charity as needed, including but not limited to 
IT and HR; 

• Support the charity’s Executive Chair of Trustees with tasks as may be reasonably required. 

Grant Administration 

• Support the development and amendment of grant agreements with partners as needed; 

• Track and reconcile grant payments against agreements and perform required follow up with grantees as 
needed;  

• Update and maintain HDF’s grant management information and filing system to ensure HDF’s records are 
accurate and up to date. 

Person Specification 

Experience • 5 years’ experience in finance, accounting, office management 
• Minimum 2 years’ experience working for a charity/NGO sector 

Qualifications 
and skills 

• Part-qualified ACA/ ACCA/ CIMA, or other bookkeeping/ accounting qualification 
• Accurate worker with strong numerical skills  
• Excellent written, verbal communication and interpersonal skills 
• Computer literate – strong Excel, Word skills  
• Proficient use of accounting software (e.g. Xero, Sage) 
• Good organisational skills, ability to prioritise and meet deadlines 
• Ability to work independently and on own initiative 

Qualities • Flexible 
• Self-starter and pro-active 
• Team player who enjoys working in small team environments 

 

Common values 

 Accountability to HDF’s Board and partners 
 Innovative, entrepreneurial, and dynamic in our 

approach 
 Openness to admitting our mistakes and 

learning from them 
 Excellence in all that we do 
 Passion for our work and mission 
 

Terms & Conditions 

 Part-time 3 days a week 
 Between £40,000 - £50,000 per annum pro-rata, 

salary is commensurate with experience 
 25 days of annual leave pro-rata 
 Remote, travel to London, Dublin and within Europe 

may be required 
 Pension, provision of health cash plan or equivalent, 

life assurance, bike scheme 
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