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Finance and Governance Support for Voices Gloucester                                                                                                                                                                                                                                                                                                      Brief for freelance position 
Voices Gloucester (VG) provides funding, mentoring and creative expertise, offering a platform for local people to amplify their voices by exploring, celebrating and sharing their heritage stories.  Over the last 3 years we have delivered 58 community projects and over 120 events, mostly led by under-represented groups, in addition to several growth projects that include multiple partners.  
We became a charity in 2024 and are now looking for a committed and enthusiastic individual to support us in further developing VG as a robust and resilient organisation with the support of the National Lottery Heritage Fund (NLHF). Over the next 18 months, the Finance and Governance Support will help the organisation to: 
1. Continue to champion community-led history/heritage 
2. Empower the community panel to embed their voices across VG decision-making
3. Deliver 3 rounds of small grant distribution (under £10k) to deliver innovative community-led projects with low barriers to participation
4. Develop mentoring and skills development to drive increased participation 
5. Test new ways to extend our digital assets to enhance impact and legacy
6. Pilot green community heritage projects
1. Summary of contractor’s requirements 
Voices Gloucester Board wishes to appoint a freelancer to support our Board and oversee financial reporting for Voices Gloucester. 
Manage arrangements for the successful operation of the Board- coordinating papers, scheduling meetings and minute taking.

Liaise with Chair and Director to ensure agenda and meeting papers are sent a week before the meeting and minutes are sent out within a week, with Action Points clearly captured.

Create a Dashboard for the overall management of Voices Gloucester finance, ensuring ease of extracting data for reporting to Board and Funders 

Work with the Treasurer to agree the budget, manage the income stream and the Operations Manager’s administration of the Charity’s financial transactions 

Oversee preparation of accounts and all financial reporting to Charity Commission, including organising and overseeing annual audit

Ensure that all policies, procedures and training for the Board are kept up to date and reviewed annually
Ensure that the Conflict of Interest and Risk Registers are kept up to date
2. Experience, skills and knowledge 
Essential 
· Organised and methodical approach to tasks with track record of meeting deadlines 
· Experience of minute taking
· Experience of data collection and reporting 
· Excellent financial monitoring and procedures skills 
· Track record of budget monitoring and financial prudence 
· Experience of supporting a Board in the discharge of its legal obligation

Desirable 
· Knowledge of Gloucester and its communities 
· Experience of supporting a National Lottery funded project or similar
· Experience of supporting a charity
· Experience of promoting good environmental practice
3. Delivery of the Contract 
Contractor agreement: This contract is offered on a freelance basis and the successful person will be responsible for their own NI and tax owed. It is expected that this role will be suitable for someone to deliver from their own premises.
Hours: The work is likely to take in the region of 1 day a week overall, with attendance at Board meetings in Gloucester every other month.
4. Timetable 
We anticipate appointing a freelancer in July 2025 for 18 months
5. Fees 
There is a maximum budget allocation of £18,000 for this work, including all travel and expenses. Please submit your fee proposals including expenses, subsistence and VAT, as part of your tender. The role will be remunerated on receipt of an invoice at agreed intervals/milestones. 
6. How to apply
Please submit an electronic copy of your application of no more than 4 x A4 pages (exclusive of CV) covering the following areas: 
· Summary of your understanding of the brief and insights you can offer 
· Proposed methodology and approach to the brief 
· Your CV including qualifications, professional insurance/indemnity cover, and other relevant expertise and experience. Please include 2 examples of previous relevant work 
· Breakdown of all costs. These should include a rate per day/hour and the number of days required to complete the brief. Costs should be inclusive of VAT and all expenses 
Equal weighting will be given to each of the criteria. 
Please also include details of two referees from recent projects you have worked on who you would be happy for us to contact. 
7. Further information 
For further information, please contact Heather Forbes, Voices Gloucester Trustee: trustees@voicesgloucester.org.uk or 07852 829944.
Closing date:  Monday 14th July, 12 noon. 

Please submit your tender response to: trustees@voicesgloucester.org.uk

Interviews: Friday 18th July. 
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