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JOB DESCRIPTION

JOB TITLE:


FINANCIAL CONTROLLER
REPORTS TO:

DIRECTOR OF FINANCE & RESOURCES
FUNCTIONS:
To manage the day to day financial function of the Museum and its subsidiaries.
DUTIES INCLUDE:


· To maintain accurate financial records for the Museum, its subsidiaries and the Development Trust, including payroll and VAT in accordance with appropriate or prescribed accounting policies.
· To produce monthly management accounts in a timely and accurate manner as agreed with the Director of Finance & Resources.
· To prepare year-end statutory accounts for the Museum, its subsidiaries and the Development Trust in accordance with the timetable and as agreed with the Director of Finance & Resources.

· To prepare monthly VAT returns and all necessary statutory payroll returns in a timely and accurate manner.
· To prepare annual or other periodic budgets and forecasts in accordance with the policies agreed by the Board and under the direction of the Director of Finance & Resources.

· To work with the Director of Finance & Resources to develop and maintain appropriate systems for the monitoring and control of income and capital and revenue expenditure.

· To work and advise on such financial projects as directed by the Director of Finance & Resources.
· To coordinate and oversee the bimonthly stock-takes and provide analysis to the Director of Finance & Resources in a timely manner.
· To work with the Director of Finance & Resources to liaise with the auditors of the Museum.
· To ensure the receipt or recovery of all money due to the Museum and to ensure that all payments made by the Museum are in accordance with the Museum policy.
· To ensure all balance sheet reconciliations are completed in a timely & accurate manner.
· To manage the Finance Department staff including their professional training, development and welfare.
· To provide ad hoc financial analysis and to support to the Director of Finance & Resources.

· To play an active role as a member of the Museum Management Team.

BUDGETS HELD:

· None 
LINE MANAGEMENT RESPONSIBILITY FOR:

· Accounts Office Manager
PERSON SPECIFICATION
Essential  

· Recognised financial qualification e.g. ACCA, CIMA or qualified by experience
· Experience of financial management 
· Excellent analytical skills
· Ability to work successfully with a wide range of people 
· Excellent communication skills

· Experience of staff management

· Ability to work as a team member

· Good ITC skills 

· Full driving licence 

Desirable 

· Experience of working with or for charitable trusts
Signed (Post holder)……………………… Printed ………………………. Dated …………

Signed (Director of Finance & Resources)...……… Printed ………………………. Dated …………

