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Finance Lead 	 	 

Job Description and Person Specification  
	
	

	Location:  	 
	Based in the Workhouse Museum in Ripon, with hybrid working supported.

	 	 
	  

	Salary Band:   
	£15.00 per hour dependant on experience

	Hours of work:  
	15 hours per week.

	Post length: 
	Permanent

	Responsible to:
Responsible for:              
	Director
No direct reports


 
Background

Here at Ripon Museum Trust we’re passionate about delivering our Vision to ‘use our heritage assets to inspire people to seek a fairer society’. 
Our Mission is:
· To use the unique trio of the Workhouse, Prison & Police and Courthouse Museums, our collections and the stories they tell to help people explore big issues such as fairness, equality, justice and welfare. 
· Through excellent engagement, programming and outreach together we will inspire people to become compassionate and active citizens, shaping society for the better. 
· To work for greater participation in our heritage which will enrich lives and improve wellbeing. 
· To work as one team, with volunteering integral to our organisation. 
· To make a positive impact on the cultural and economic capital of Ripon and its region

We have exciting times ahead, with significant funding from a national funder. Ripon MuseumTrust is an Arts Council England (ACE) National Portfolio Organisation, and we’re excited to play our part in delivering their ‘Let’s Create’ Vision and Strategy 2020-2030. Annual funding from ACE enables us to create high quality cultural programming for harder to reach audiences and develop our organisation to be more dynamic and sustainable in the long term. 
The Finance Lead role is crucial to the resilience and sustainability of the charity as we move on to the next phase of our organisational development. You will ensure that our financial administration and management is robust and that we are fulfilling our statutory requirements.


 
Job Description – Purpose/scope, duties and responsibilities 

Purpose/scope

The Finance Lead will oversee the financial administration and management of Ripon Museum Trust. You’ll help keep the organisation running smoothly and have the opportunity to shape our future operations and resilience through your strong financial acumen and initiative taking. 

You will have responsibility for:

Financial administration
· Prepare monthly management accounts, including the following
· Creating and posting journals;
· Allocating bank payments to the Purchase Ledger / General Ledger
· Allocating receipts to the Debtor Ledger / General Ledger
· Managing Prepayment and Accruals
· Carrying our Income and Expenditure Account analysis and review and providing explanations for variances etc
· Preparing Monthly Bank Reconcilations
· Preparing a rolling 12 month cash flow.
· Ensuring sub-ledgers reconcile to the General Ledger
· Creating an Annual Income and Expenditure Account Budget and Cash Flow 
· Support staff to produce financial returns for grant claims and reconcile receipts back to claims
· Responsible for all Purchase and Sales Ledger transactions  including processing invoices, raising credit notes, reconciling supplier statements, raising payment runs, etc as well as Credit Control
· Maintain accurate accounting records.
· Manage the organisations petty cash and banking functions
·  Liaise with Accountants, HMRC etc as required.
· Ad-hoc assignments from the Director and Trustees
· Any and all other general bookkeeping duties.

Financial management & strategy

· Contract negotiation and management, including utilities.
· Liaise with external examiners as required.
· Support staff to manage and create budgets.
· Prepare cash flow statements as requested.
· Prepare any other required financial reports to support the Board of Trustees.
· Support the Director in the creation of annual budgets
· Provide advice and support in regard to accounting procedures, legislation and best practice where possible.

Note: Notwithstanding the Job Purpose and Duties & Responsibilities included in this job description, the postholder must be prepared to undertake additional tasks, duties and responsibilities at the discretion of the post’s line manager. Some weekend work will be required, particularly at busy periods.
 
Person specification
Essential
· AAT level 4 in accounting or qualified by experience.
· Minimum of three years’ experience working professionally in a finance role.
· Experience of daily financial management, record keeping and transaction processing.
· Experience of establishing financial policies, processes and procedures.
· Experience of strategic financial management including budgeting and preparation of management accounts.
· Knowledge of finance packages and software.
· Ability to work to schedules, deadlines and budgets.
· Excellent organisational skills.
· Experience of Office 365 packages.
Desirable

· Knowledge of charity accounting and trading subsidiaries.
· Experience of using Quickbooks accountancy software.
· Knowledge of partial exemption for VAT.
· Excellent written, oral and communication skills.
· Interested in the work of Ripon Museum Trust.
This role is based in the museum with some working from home and hybrid working supported. We are open to considering a variety of options, including hours of work, work patterns, secondments and job share for the right individual. 

Ripon Museum Trust is an equal opportunity employer. We welcome applications from all suitably qualified persons regardless of their race, sex, disability, religion/belief, sexual orientation, age or gender identification. 
 

Method of Application: 
Please send your CV to  alexa.vernon@riponmuseums.co.uk. Deadline for applications is Sunday 6 September at midnight. The anticipated date for an interview is Tuesday 15 September. If you would like to discuss the job requirements please contact Alexa Vernon, Director of Museums on the email address above (Monday-Thursday).
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