
 

Professional Speaking Association  

 Finance Director (FD) Job role 
 

Reporting to the board, the Finance Director has a responsibility to liaise with our PSA 
Accountants regarding authorisation, approval and payment of expenses incurred on behalf 
of the PSA 

 

The FD will have online access to XERO, our accounting software and will be responsible for 
monitoring the income and expenditure, and Balance Sheet each month. 

 

The PSA Accountants prepare quarterly VAT returns and management accounts, and the FD 
will be expected to review and approve these, reporting back to the board quarterly with a 
commentary on the management accounts and Balance Sheet, or more frequently if 
considered necessary. 

 

The FD will liaise with the PSA Accountants to check and review a cash flow forecast 
prepared for each financial year to be shown to the board; this is prepared and maintained 
by our accountants on software called Futrli, which integrates with XERO. 

 

The FD will be responsible for monitoring the cash flow position and  forecast each month 

 

The FD will provide recommendations to the board annually about possible future 
subscription changes. 
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The FD will liaise with the membership team at Cleobury to monitor the movement in 
membership applications,  renewals and cancellations, as well as the collection of 
subscriptions. 

 

The FD will liaise with the PSA Accountants to ensure all Companies House compliance is 
dealt with in a timely fashion. 

 

The FD will be responsible for ensuring that the operational financial systems are continually 
monitored and updated, if necessary, to ensure that the company's financial resources are 
never exposed to unnecessary risks. 

 

The FD will present the Annual Accounts to the members at the Annual General Meeting of 
the Association and answer any queries about the accounts. 
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