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Creativity Works Job Description
Finance Administrator
Responsible to:  Director
Key Objectives of the post:
Maintain current and accurate set of accounts

Create financial reports as and when required by Creativity Works staff and board

Invoicing and monitoring collection of payments for Creativity Works core work and individual projects

Key Tasks

· Maintain the bought ledger and pay invoices ensuring coding is correct and each payment is accompanied by a purchase order

· Maintain sales ledger and raise invoices when requested ensuring input of code

· Maintain accurate journals with clear explanations 

· To be the primary contact for all affairs relating to banking

· Ensure bank account is reconciled monthly and petty cash is reconciled when necessary
· Ensure all staff are updated with nominal/departmental codes

· Deposit cash/cheques in bank

· Calculate and communicate to Director amounts held in current/interest bearing accounts

· Responsible for all matters regarding payroll including monthly salaries advice, new staff details, pro rata salaries etc

· Calculate pension contributions and arrange to pay pension providers

· Provide monthly P&L reports from Sage

· Update budget spreadsheets monthly

· Maintain financial asset register

· Ensure annual accounts flow smoothly adjusting for accruals and p.i.a as necessary

· Responsible for all account enquiries from auditors

· Liaise with, and offer advice to, Director and other members of staff on financial and budgeting matters

· investigate instigation of online banking
· keeping up to date with changes to Govt legislation
Person Spec
Essential

· Excellent working knowledge of Sage

· Expert knowledge of accounting systems

· At least 3 years experience of working in a financial admin role

· Experience of reporting on and presenting accounts

· Experience of administrating payroll

Desirable

· Experience of working within a small charity/organisation

· Experience of working within the arts sector

· A flexible and positive approach
Conditions of Service (Summary)
Grade / Salary:

 £22,316 (pro rata)
Hours: 
7.5 hours per week
(flexible)
Based at: Creativity Works, Leigh House, 1 Wells Road, Radstock BA3 3RN

Overtime: Overtime payments are not made.  Time off in lieu is provided

Expenses: Travel during the course of Creativity Works business will be reimbursed and mileage paid at the current Creativity Works rate.

Probationary period: 12 weeks
Notice period: 4 weeks (by negotiation)
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