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After over 20 years at the Dukes Pat Russell our Finance Manager is retiring and we are looking for someone new to join our team and take our Finance Dept forward in 2020. The role of Finance Manager is a member of the senior management team and works directly with the Director. If you wish to have an informal chat about the role with Pat please call on 01524 598504.
 
Introducing the Dukes 
The Dukes was founded in 1971 as the only producing theatre in Lancashire. In 2019 The Dukes entered a period of transition into a more focused and streamlined organisation committed to bringing high quality live performance and cinema, creative engagement and audience experience to Lancashire. 
The Dukes has two core performance spaces, The Rake and The Round. The Rake is a traditional end on theatre and cinema space seating 313 whilst The Round is a unique purpose built in the round theatre space with 234 seats. Both spaces are used for both live performance and cinema. Additionally the Dukes has developed the old creative learning building into MoorSpace, a venue focused on creative engagement and hosting small-scale contemporary theatre focused on emerging and solo artists. 
As part of the Dukes transformation the theatre is moving from a traditional producing theatre model to a new hybrid model of presentation. The Dukes will continue to produce a ‘Homegrown’ Christmas performance and Park show and work in co production/in association to create work, this reduced producing model will be surrounded by a new more expansive programme of received work from companies and artists hosting high quality performance and diverse storytelling. 
The Dukes will also take a new approach to talent development. Working with both local artists to support creative work made in and for Lancaster as well as identifying artists to work with as Creative Collaborators. These Creative Collaborators will be artists that the Dukes will work with over a period of time to develop new work and to support the development of local artists. The Dukes will also identify resident artists who will be part of the Dukes with office space, presentation of work and joint partnerships.
The Dukes will continue its strong commitment to creative engagement focused on enriching the lives of local young people and communities. The Dukes will provide workshops and classes for local young people with a range of skills and ages supporting them to achieve Arts Award. The Dukes will continue to develop ground breaking community engagement programmes working with those communities most in need and highlighted as areas for creative exploration. 
Staff are organised by departments: Programming, Marketing & Communications, Creative Learning, Technical, Front of House and Finance. The Dukes currently employs 14 full-time, 11 part-time and 15 casual staff and has over 60 volunteers who donate their time and services.
The Dukes Playhouse Trust, which is a registered charity, manages the Dukes and company limited by guarantee and is core funded by Arts Council of England and Lancaster City Council. This accounts for approximately 30% of turnover (2019-20). Earned income is generated through box office, room hire and fees and projects are supported by grants and expansive programme of individual giving and corporate sponsorship. 
JOB DESCRIPTION
JOB TITLE:	Finance Manager
MAIN PURPOSE OF JOB	
As a member of the senior team to oversee and administer the financial operations of the organisation. To be responsible for the efficient and accurate financial management and reporting for the charitable Trust. 
POSITION IN ORGANISATION
· Line managed by the Director
· Communicates with all departments
· Communicates with Board 

SCOPE OF JOB
· Deliver a high standard of financial administration
· Devise & co-ordinate the organisations financial processes
· Administer the financial needs of the operations
· Provide forecasts, reporting and analysis to the Director
· Produce reports for and provide financial information to the Finance and Audit Committee and through them to the Board
· Liaise with external auditors and other relevant parties


DIMENSIONS AND LIMITS OF AUTHORITY
· Ensure Financial Authority procedures are followed
· Cash handling controls and reporting
· Be a responsible key holder


QUALIFICATIONS DESIRABLE
· Association of Accounting Technicians (AAT) Level 4 is desirable
· A professional Accounting Qualification (ACA/ACCA/CIMA) is desirable 
· Educated to degree level or higher is desirable

EXPERIENCE REQUIRED
· Considerable relevant experience of a senior or management finance role
· Effective time management and managing a number of priorities
· Excellent IT literacy
· Experience of accounting software  and packages 
· Knowledge of accounting principles
· Experience of managing staff and working as part of a larger team
· Interest in working in an arts or voluntary sector context is desirable
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PERSONAL ATTRIBUTES· Team Player		
· Strong interpersonal skills
· Attention to detail
· Proactive			
				
· Positive approach			
· Strong communication skills
· Highly organised 			
· Problem solving skills				


KEY RESPONSIBILITIES

Finance and Administration								
· Responsible for the planning, implementing, managing and controlling of all finance related tasks within the policies and procedures determined by the Theatre
· Prepare and present bi monthly management and year end accounts and cash flow reports. 
· Produce reports and provide financial and business information as required to for the Director
· Working with the Creative Learning Manager oversee all project grants to ensure accurate reporting 
· Oversee the financial transactions and banking arrangements
· Ensure payments to artists, companies and suppliers are accurate and within the timeframes set.
· Work with budget holders to support the financial planning of the organisation to deliver activity within budget providing monthly reports
· Ensure compliance with UK legalisation related to the accounting of registered charities including overseeing VAT and gift aid reporting
· Provide financial information on request to funders and contributing to grant bids
· Oversee the administration the organisation’s payroll and auto enrolment pension scheme
· Oversee cash management including recording and banking
· Maintain the petty cash systems
· In liaison with external auditors oversee preparation of final accounts
· Prepare and submit the Theatre Tax Relief claims
· Oversee the relationship with the Company Secretary

Governance											
· Meet regularly with the Treasurer and provide information and reports as required
· Produce reports for Board and committee meetings
· Attend Finance and Audit Committee meetings and report to Committee
· Complete the required charity and company returns and reporting

Management Responsibilities		 					              	               
· Manage and supervise the work of the Finance Assistants to ensure an effective finance operation
· Contribute to strategic planning of the organisation
· Support and develop team members including carrying out appraisals and providing training

TERMS AND CONDITIONS
SALARY			£26,500 - £28,000 per annum dependent on experience

HOURS	39  hours per week.  
Hours will be flexible and weekend work may be required.  No overtime is payable but time off in lieu may be taken with agreement of line manager.

HOLIDAYS	20 days increased after five year’s service to 25 days 

NOTICE PERIOD		2 months
Standard terms and conditions of The Dukes 
3

image1.png
the

Dukes




