



mt merlin theatre
Job description for the post of Accounts Assistant 
Title:



Accounts Assistant
Salary:


£18287 (pro rata £6270) 
Annual Leave:

 28 Days including Bank Holidays (pro rata)
Responsible to:

Director

Hours:
 

12 hours per week

Notice:
This is a one year contract from 1 April 11 pending any changes in funding.
Purpose of Post To ensure accurate financial records and complete financial arrangements including preparing monthly accounts, payroll, VAT returns, paying invoices and financial reports for the board.
Key tasks
Finance
· Under direction from the Director help plan and control the budget and provide staff with regular information for informed budget control, to enable cash flow monitoring takes place
· Under direction from the Director prepare periodic management accounts and financial reports for the Director to present at Board meetings.
· Complete the necessary administrative functions for supporting the Company Secretary (ie Treasurer of the Board)

· Calculate and complete all VAT returns (including partial exemptions)
· Prepare all financial reports  and return for submission to companies house and other bodies including funders 

· Carry out all necessary book keeping tasks, including cashing up, making up floats and petty cash. Enter all book keeping information onto main computer programme on regular basis
· Invoice visiting companies and ensure hirings are paid in accordance with their contracts.

· Taking financial show reports from Databox to enter on to Quickbooks Programme and credit card monitoring 
· Complete all payroll requirements ensuring all paid staff are paid on time
· Liaise with FCC finance department when required
General Duties

· Undertake other duties appropriate to the post as reasonably requested by the Director.
· Attend relevant staff and planning meetings as appropriate.
· Attend events at the Merlin Theatre.
05.01.11
Person specification for Accounts assistant 

The successful candidate will be able to demonstrate the following skills and experience:

	Factor
	Essential
	Application or Interview for assessment of ….
	Desirable

	Skills and Abilities


	Proven ability in: 

· Financial control including maintaining budgets
· Day to day budget/ bookkeeping skills
· Using SAGE Accounting systems, Quick Books, Word, Excel and Outlook.
Proven evidence of high levels of self-management and an ability to work using own initiative including:
· managing workload and time including having worked to deadlines, prioritising work and managing a varied and demanding workload
· Ability to work on own initiative and as part of a team 

· working in a financial and administrative environment 
· excellent interpersonal skills
· high level of communication skills, both written and verbal.
	A,I,
	Background in finance and administration 

Proven ability for:

· Preparation of financial reports

· Authorisation and payments of invoices

· Experience in reviewing and writing financial aspects of a business plan

 

	Education / Qualifications


	· 5 GCSEs at grade A-C (or equivalent) including English and Mathematics.

· Recent Continued Professional Development 
· Relevant book keeping experience and duties. 

	A, I
	· Relevant qualification in bookkeeping
 

	Any other requirement
	· Flexible approach to working hours

· A presentable standard of appearance
· Flexible approach to work, diplomacy and attention to detail
· All Merlin Staff are required to hold an enhanced CRB 

	A, I
	· Ability to drive 
· Use of vehicle


Important Note
When you are filling out your application form please show how you fit as many of the essential parts of the person specification as possible.

Ideally give examples to demonstrate how you have the acquired or used the required skills. Use extra sheets if the space provided is not big enough.


