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Background 
 
Water Witness is an innovative Edinburgh based charity which leads action, research and advocacy 
for a fair water future where all people can access the water needed to thrive, and are protected 
against floods, drought, pollution, ecosystem degradation and water conflict.  

We stand with those at the sharp end of the global water crisis to shine a light on its impacts, to 
understand its root causes and to activate an effective response. We work with inspirational local 
partners to trigger social justice and system change to ensure sustainable management and 
equitable use of the world’s most precious resource.    

Over the past decade our team have been on the frontline: working to improve water security for 
over 1 million vulnerable people, driving improved policy, practice and investment, building new 
approaches and communities of practice, and holding duty bearers to account for improved 
performance on water.  Our hands-on field experience is backed up by cutting-edge research and 
global analyses, and this provides us with a clear understanding of the action needed to deliver on 
the water-related Sustainable Development Goals.  

 
 
 

 
 
 
 

 

Our new 2030 strategy builds on our track record as a dynamic NGO which unlocks improved water 
resource governance and water security for vulnerable communities.  In the decade ahead we will 
work with our partners to focus on the following five imperatives: 

 

1. Accountable governance: to implement effective and equitable water policy and law 
2. Progressive financing: to unlock funding and financial incentives for water security  
3. Redefining corporate responsibility: to transform private sector behaviour for shared 

water security 
4. Confronting climate chaos: to prevent catastrophic water shocks and build resilience 
5. Activating people power: to trigger political, social and economic change for water 

security  
 

Having secured investment to deliver our strategy we are now seeking an exceptional Business 
Manager to join our team in Edinburgh to lead our finance, human resource and administrative 
functions, and ensure efficient operations across the business. This work will contribute to 
successful delivery across our strategy and further establish Water Witness as an innovative, 
world-changing organisation.
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The Role 
 

 
 

Job Title: 

Place of Work: 

Pay: 

 

Reports to: 

Travel: 

Term: 

 

Business Manager 

Edinburgh, UK 

£36,565 - £40,515, plus 8% pension contribution.  Part-time arrangements may be considered in exceptional 

circumstances 

Executive Director / Deputy Director 

This post may require occasional international travel, including to field locations in Africa.  

2 years, extension subject to performance and funding

 
 

 

Job Summary and Purpose 
 
We are seeking a high-calibre professional with the experience and skills needed to successfully co-ordinate, deliver and lead Water Witness’s financial, administrative, and human resource 
management to ensure the sustainability of the charity, the achievement of our aims, as well as to protect our reputation, interests and assets.   
 
As Business Manager, you will be responsible for efficient day-to-day financial and administrative operations across a busy office of 7-10 staff with directly funded partnership operations in four 
countries. You will ensure that we have appropriate systems in place, and that they are used effectively, and will provide timely support and analysis to our team, our partners, and the Board of 
Trustees. You will play a key role in decision making and the delivery of Water Witness’s work, deploying your skills and experience in financial management, accounting, administration, and 
communications, to improve our organisational effectiveness and impact. A high level of accuracy and attention to detail will be needed to undertake reviews of business processes, budget and 
contract negotiations, preparation of donor reports, as well as for internal and external audits.  An ability to establish and maintain effective relationships with the UK based team and country 
partners, and to ensure joint ownership and high-quality delivery of complex programmes together will be essential.  
 
The Business Manager will be based in our Edinburgh headquarters.  You may occasionally be required to travel to support our programme work overseas. In the current COVID-19 outbreak, and to 
ensure the health and wellbeing of everyone who works for Water Witness and their families, you may have to work remotely from home initially until we are able to return to working in our office. 
 
We are looking for a Business Manager who can support Water Witness by offering constructive challenge, quality assurance, recommendations and innovative solutions which add value to our work.  
If you are looking for an exciting opportunity to support positive change in the world through building collaborative relationships, by using your experience and skills, and developing your talent, then 
we urge you to apply. 
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Duties and responsibilities 
 

The objectives of this role are to co-ordinate, deliver and lead Water Witness’s financial, 
administrative and people related management to ensure the sustainability of the charity and the 
achievement of its aims, as well as to protect our reputation, interests and assets.  Specific 
responsibilities include: 
 
1. Financial Management 
The primary focus is to take responsibility and accountability for Water Witness’s financial 
management. This will involve:  

• Managing day-to-day financial operations including accounts payable, accounts 
receivable/grants claims, bank reconciliations, general accounting functions in line with 
recognized accounting protocols.  Note that we receive and expend funds in multiple 
currencies in multiple countries.  

• Improving economy and efficiency across the organisation and ensuring a robust 
internal control environment, including through identification, benchmarking, 
development, implementation and enhancement of relevant systems and processes. 

• Ensuring that accounting and administrative processes are understood and adhered to 
across the organisation e.g. expenses claim forms are submitted promptly and 
correctly, risk assessment forms are completed prior to travel. 

• Developing and maintaining a full cost recovery process. 
• Preparation of annual budgets, developing and strengthening budget monitoring, 

reporting and preparation of quarterly financial forecasts, management reports, and 
statutory annual accounts, keeping the leadership team fully informed of significant 
financial issues and developments both internally and externally.  

• Preparing and coordinating the charity’s financial reporting to donors & external audits.  
• Managing and supporting external stakeholder relationships including with donors, 

banks, regulators, contractors, suppliers, landlord, accountants, and auditors. 
• Working with budget holders in the UK and in-country to review performance against 

budget, providing financial advice, support or training to non-finance staff as required.  
• Presenting finance and funding updates to the Admin and Finance Committee (AFC) 

and the Board of Trustees. 
• Supporting the Board and ensuring compliance in submitting accounts, reports and 

other information to OSCR, Companies House and other such duties as required. 
• Ensuring that the charity is compliant with all legislation, guidelines and best practice 

relevant to finance and taxation applicable to charitable organisation, including 
discharging all relevant obligations under the Companies and Charities Acts. 

• Processing payroll on a monthly basis, ensuring salary payments are correct and timely. 
• Maintaining the charity’s insurance schedule and payments, coordinating any claims. 

 

2. Administration and Communications 
The focus will be on ensuring effective and efficient administration of our office. This will involve:  

• Managing the office and premises, the lease and desk rentals; Applying Value for Money 
principles, maintaining/purchasing office furniture, equipment, and stationery, and 
managing relationships with suppliers of services such as utilities, transport, telephones, 
stationery, cleaning and postage/courier services. 

• Ensuring that risk is managed according to the risk policy, and that the risk policy is regularly 
reviewed and updated and the risk register is maintained. 

• Managing the charity’s Information and Communications Technology and assets, so that 
ICT systems and teleconferencing facilities are secure, reliable and work efficiently and that 
data protection legislation is adhered to; purchasing hardware and software; ensuring that 
software is properly supported and staff trained in its use; managing relationships with IT 
support and website providers; and maintaining an overview of our support requirements. 

• Overseeing paper and electronic filing systems and storage systems, ensuring that Google 
Drive is used consistently across the charity, that the data is accurate and well maintained. 

• Website maintenance, updates and managing/supporting our social media presence, 
communications and public-relations strategies. 

• Ensure that our quality assurance systems are appropriate and in place, so that all external 
facing communications are consistent with our high-quality standards & corporate image.  

• Overall responsibility for ensuring that Water Witness and its staff understand and comply 
with all relevant health and safety, fire prevention, and data protection; Ensure fire 
prevention equipment is serviced regularly. 

• Keeping up to date with Safeguarding and Health and Safety legislation and requirements, 
training and advising staff and partners. 

• Keep abreast of trends and developments in finance and administration, identifying 
opportunities to improve existing Water Witness practices. 

•         Any other duties that may be reasonably requested. 
3. Human Resource Management 
Taking responsibility and accountability for all human resource issues. This will involve: 

• Ensuring that the charity is compliant with all Employment and Health and Safety Law, 
including adherence to legislation relating to individual and collective matters of staff 
mental & physical health and employment rights. 

• Managing key HR processes, ensuring that all staff receive a full induction and appraisals, 
monitoring probationary periods, contract end dates, and maintaining the personnel files.  

• Recruiting staff and supporting partner recruitment as required. 
• Providing HR support and advice, coaching line managers. 
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Key working relationships and logistical arrangements 
 

The successful applicant will join 8 professionals based at our Head Office in Edinburgh, and will be a key member of our Senior Management Team.  They will work closely with the Executive Director 
and Deputy Director to help shape the organisation’s operations and strategy, taking lead responsibility and accountability for sustainable management, legal compliance and reporting in relation to our 
finances, assets and facilities, human resources, and day-today communications to ensure the charity’s aim is achieved and to protect our reputation, interests and assets.  Key working relationships 
include: 
 

• Director and Deputy Director and team, Water Witness, UK. 
• Board of Trustees, particularly the Treasurer and Administration and Finance Committee. 
• Finance and administration staff in partner organisations, delivery partners and donor organisations. 
• Contractors, suppliers, agents, banks, auditors, accountants, landlord 
• Relevant regulatory and professional bodies, e.g. Charity Commission, OSCR, Companies House 
 

 
 

Person Specification 
 

The successful applicant will be able to demonstrate the following: 
 

Experience and qualifications: 
 

Essential 
• Recognized professional qualification in financial management (e.g. ACA, ACCA, 

CIMA, CIPFA) with a thorough understanding of accounting principles and techniques.  
• At least seven year’s relevant experience which will include managing and 

administration of organisational finances, budgeting and monitoring, producing 
monthly, quarterly and annual accounts with analysis and commentary etc. 

• Strong experience in use of IT for accountancy and financial management as well as 
wider experience of managing an organization’s ICT systems & networks.  

• Excellent understanding of current legal requirements and best practice in financial 
management and accounting, ideally as relevant to the charity sector. 

• Sound knowledge of employment and workplace legislation, e.g. Diversity, Contracts 
of Employment, Health and Safety, Risk Assessment and understanding and 
experience of how to comply with and adapt to legal obligations. 

• Relevant experience of management of office administration and communications. 
 

Desirable 
• Experience of charity accounting and donor reporting and relationship management  
• Knowledge and understanding of charity fundraising, project management and SORP. 
• Working in a complex, global organisation which handles multiple currencies in 

multiple countries.  
• Experience of human resource management. 

 
Skills and attributes: 

 

Essential 
• Able to produce high-quality work, managing a wide-ranging and complex workload 

by prioritizing effectively while remaining calm and effective under pressure. 
• Self-motivated, pro-active and able to work independently using good judgement. 
• Well organized with good time management skills and able to provide accurate 

information and consistently high-quality outputs within tight deadlines. 
• Confident oral and written communicator and effective negotiator with a wide range 

of people at all levels. 
• Demonstrates maturity, professionalism, gravitas - a source of knowledge and 

experience which inspires confidence within the team.  
• Works as an effective and flexible team member, willing to accept ad-hoc work 

requests, and able to constructively avoid and manage workplace conflicts. 
• Able to support and guide colleagues on complex financial matters as well as provide 

general support on budgeting and financial planning. 
• Excellent IT skills and experienced in using commonly used software, particularly 

accounting software and Microsoft Office. 
• Trustworthy, able to maintain confidentiality, deal with sensitive information and to 

take responsibility for important operational functions. 
• People-management ability that inspires and motivates others to make their 

maximum contribution to the best of their ability. 
Desirable 

• Skilled in graphic design, use of communications and social media. 
• A demonstrable commitment to social justice and sustainable use of natural 

resources. 
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How to apply 
 

All correspondence should be sent to jobs@waterwitness.org with ‘Business Manager’ in the 
subject line.  Please provide a CV and cover letter in ONE single document. The cover letter 
should be no more than two pages long, must explain why you want to work in this position, 
and should clearly set out how your skills and experience make you a good fit.   
 
NOTE: APPLICATIONS WHICH DO NOT MEET THESE REQUIREMENTS WILL NOT BE CONSIDERED  
 
 

  
 
Equality Statement 
Equality and diversity are at the core of Water Witness’ values. We are committed to equal 
opportunities for all, and to welcoming people from a wide diversity of backgrounds, cultures 
and experience.  On this occasion only those with an existing right to work and live in the UK 
should apply. 
 

Selection Process 
We will only use the information you provide to process your application. For more details on 
how we use your information, see our applicants privacy notice. By emailing us, you are 
permitting us to use the information you have provided for recruitment purposes. Shortlisted 
candidates may be required to undertake an additional assessment prior to final interview.

   Timeline 
 

Closing date: 

Preliminary telephone interviews: 

Selection day and final panel interviews: 

  Expected start: 

 
 

12 noon BST 3rd August 2020   

w/c 3rd August 2020 

w/c 10th August 2020 

September 2020 

 
Queries 
If you have any queries on any aspect of the appointment process, or need additional information, 
please email jobs@waterwitness.org.   
 

mailto:jobs@waterwitness.org
file:///G:/My%20Drive/Human%20Resources/Staff/Recruitment/Practice%20Lead%20-%20Stewardship/Applicants%20privacy%20notice.docx
mailto:jobs@waterwitness.org


 

 


