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	Job title: Finance Manager (upto 22.5 hours per week)

	Department: Finance & Senior Management
Numbers and grades of any staff supervised by the post holder: None at present but potentially a part-time Finance Assistant and/or Finance Volunteer in the future
Budget Responsibility & Expenditure: Responsibility for maintaining accurate budget information and supporting other managers to maintain this but no direct expenditure.
Post holder’s immediate supervisor: Museum Director (In the absence of the Museum Director the Finance Manager will report to the Assistant Director: Visitor Experience & Commercial Development)
Hours: Paid 7 hours 30 minutes per day. (An unpaid lunchbreak of 30 or 60 minutes will be agreed with the Director subject to rota requirements). 2 or 3 days per week in agreement with the Director. Should the successful candidate prefer to work 2 days per week a Finance Assistant will be appointed to support the role. Days of the week worked can be flexible and agreed with the Director at appointment. 
Hours of work: Typically 09:00-17:00 or 09:30-17:30 although this may vary slightly due to the needs of the Museum
Salary: c£31k (pro-rata) subject to experience

	

	1 Job purpose
The Finance Manager provides back-office payment processes (income and expenditure), book-keeping and financial analysis to support business operations and development across the Museum and its activities. Working closely with the Director and other members of the museum management team the post-holder will efficiently provide accurate and timely information including monthly management reports. 
The post-holder will work closely with our auditors to lead on the production of the museums annual accounts. They will also lead on the maintenance and development of robust financial procedures, controls and systems, ensuring compliance and diligent resource management appropriate to a small independent charity with limited resources.


	

	2 Principal duties and responsibilities

	Specific:
· Provide monthly management accounts and quarterly statements to trustees, liaising with the Director, Heads of Departments and Treasurer regarding the provision of detailed and accurate information to facilitate business monitoring and growth. Assist with the detailed provision of commentary on income, expenditure and relevant trends, including profits, losses and cost of sales, supporting colleagues to develop knowledge on the business and its needs. Support benchmarking activities against similar attractions. 
· Maintain SAGE and other financial records and documentation systems, both digital and manual.
· Prepare and process income and expenditure invoices, working closely with colleagues within the Museum Management Team and the Museum Co-ordinator to ensure accuracy, efficiency and appropriate sign-off, remembering at all times the principles of best value, customer service and charitable accounting.
· Maintain and monitor a debtors list, working with the Director and other members of the management team to secure outstanding payments and minimise future risks.
· Lead the operation of payroll, liaising with the contracted payroll provider and processing payments as required, after sign-off from the management team.
· Act as the point of contact for the museum’s pension provision, liaising with museum colleagues and the museums nominated pension provider.
· Monitor and maintain the Museum Trust’s current and investment accounts, discussing concerns with the Director and Treasurer as required.

· Assist with day to day banking duties, including depositing funds and change collection.

· Lead on the co-ordination of Museum petty cash and credit/debit cards, employing procedures to protect the Museum against theft, fraud and improper use.  
· Assist the Director and Heads of Department with preparation of the Museums Annual Budget for presentation to the Trustees and contribute to the Museum’s medium term business planning and development. 

· Lead the Museum’s ‘year end’ preparation, producing an initial draft of the financial statements with working schedules as appropriate for audit purposes including liaising with the appointed auditors and playing a pro-active part in ensuring recommendations from previous audits have been considered and addressed. Ensure accounts are submitted to the Charities Commission before deadlines.

· Produce the VAT return and submit to HMRC with required payments.
· Attend Trustees Meetings and the Museums AGM, actively contributing in particular to discussions on financial matters as the museums operational lead.

· Assist the Director and other staff with grant applications, grant monitoring and the development of business cases.

· Assist colleagues with the implementation and monitoring of marketing offers and initiatives and their associated payments. 

· As a member of the Museum Management Team, assist in providing Duty Management cover from time to time, including over-seeing the opening and closure of the daily operation and acting as a nominated point of contact.  
· Recognise the requirements of GDPR and other legislative needs in managing data.

· Assist in developing procedures and ways of working that recognise risks in Business Continuity and fulfil compliance with regulations.

Generic:
· Take personal responsibility and a pro-active approach for own career, skills and knowledge development. 
· The role will be required to assist in the event of emergency evacuations and salvage, including taking responsibility to support visitors, colleagues and the museum collection

· As a member of the Museum Management Team the post-holder will be required to demonstrate leadership to junior colleagues and be a visible team player.
· Any other duties considered to be appropriate to the grade of pay 
3 CONDITIONS 

Annual leave of 24 days (pro rata) plus 8 Bank Holidays (pro rata)

Over-time payments may be made for additional hours but must be agreed in advance by  the Director.  

The Museum Trust operates a stakeholder pension scheme.

Pay awards are subject to annual review and recommendations of the trustees with the performance of the business critical in influencing this.
Adherence to the following policies and procedures is expected. I) Sickness ii) Equality & Diversity iii) IT  iv) Volunteering v)  Disciplinary and Grievance 



	

	4 All staff are expected to maintain high standards of customer care, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	5 All staff are expected to adhere to GSTT No Smoking Policy whilst on the hospital site.
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	Job title: Accounts Clerk: Upto 22.5 hours (3 days)

	Department: Finance
Numbers and grades of any staff supervised by the post holder: None. It may be that in the future this post-holder line manages a Finance Assistant or Finance Volunteer
Post holder’s immediate supervisor: Museum Director
Date: May 2018

	

	Areas of 

responsibility/

requirements
	Requirements
	Measurement
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	Qualifications & Knowledge
	Essential: 

· Significant Book-keeping experience
· It is essential that all staff have a basic knowledge of IT, particularly use of email and the ability to input accurate information into established Microsoft Word and Excel documents.
· Knowledge of SAGE and/ or similar accountancy packages 
· Knowledge of charity accounting

· Knowledge of retail accounting and familiarity with key terms such as ‘margin’, ‘cost of sales’, ‘profit’ etc.
Desirable:

· An Accountancy or Advanced Book-Keeping qualification
· Knowledge of monitoring grants from NLHF, Wellcome Trust and similar organisations
· An interest in history, museums/visitor attractions/heritage, medical science 

· First aid certificate

	
	
	
	
	

	Skills

	Essential:
· The ability to diligently produce accurate and efficient financial information and commentaries for colleagues and external audiences, working to strict deadlines.

· The ability to convey financial statistics and information in a readily understandable format, including verbal presentations and written reports.

· The ability to effectively liaise with colleagues and customers, conveying information with accuracy and credibility, whilst answering queries with skill and empathy

Desirable:
· The ability to help build and assess robust business cases, understanding the need for prudent investment and business growth

· The ability to help develop the financial skills of colleagues

	
	
	
	
	

	Experience


	Essential:

· Experience of maintaining financial systems and records using recognised accountancy packages and Microsoft Office 
· Experience of presenting accurate and varied financial information to colleagues including monthly performance against targets, sales infomration, expenditure, p/l and trends analysis.
· Experience of handling financial and personal data in a legally compliant way
· Experience of liaising with Banks, HMRC, Accountants/Auditors and other key contacts and stakeholders.
· Experience of creating, developing and upholding financial procedures, with due diligence to best practice in security and financial standards
Desirable:

· Experience of charity accounting
· Experience of retail accounting and business planning 
· Experience of finance operations with a visitor attraction or retail environment

· Experience of grant aid and/or sponsorship, preferably National Lottery Heritage Fund, 
· Experience in mentoring and developing colleagues, helping them to greater understand financial procedures.
· Experience of working in a customer service environment

	
	
	
	
	

	Personal Attributes
	Essential:

· Trustworthy and able to inspire confidence and credibility
· The ability to work within a diverse team and with diverse audiences, recognising the needs of others and helping them fulfil their role
· Motivation to work on aspects of the job description alone, working to strict deadlines and highlighting challenges and opportunities to colleagues. 
· Ability to remain focused within a busy office environment which has to respond to customer needs
· A flexible approach to tasks, recognising the immediate needs of the business and willing to embrace new ways of working with enthusiasm.
· A strong understanding of business risks including the need for business continuity
· An understanding of being an ambassador for the Florence Nightingale Museum, protecting its reputation and spirit. 
· Willingness to follow and adopt the corporate style of presentation,
· Leadership and role-modelling skills suitable for helping to inspire and motivate, colleagues including junior staff and volunteers.

Desirable:
· Willingness to assist in wider areas of the operation in times of extreme need.
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: David Green: Museum Director
Date: November 2019

	


