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WILTSHIRE MUSEUM
JOB DESCRIPTION
Title:
Finance Officer 
Responsible to: 
Marketing and Administration Manager, but also liaising with the Hon Treasurer 
Main Purpose:
To maintain the day-to-day book-keeping and payroll functions of the Society during the year, to run monthly and quarterly management accounts and to prepare the Society’s Published Accounts, liaising with the Auditors and the Hon. Treasurer.

Hours:
14 per week, days by agreement.  Permanent, subject to a probationary period 
Salary:
£22,000 to £24,000 depending on experience (pro-rata).

Holiday:
28 days per year (pro-rata). 
About the Museum

The Wiltshire Museum has the best Bronze Age archaeology collections in Britain. The collections are Designated as being of national significance, and include many objects excavated in the landscapes surrounding the Avebury and Stonehenge World Heritage Sites.  As a whole, the collections record the archaeology, history and environment of the County, and include an important Archive and Library.

The Museum welcomes approximately 20,000 people a year, including 9,000 paying visitors.  The Museum is open seven days a week through most of the year and is used extensively for events, lectures and talks, attended by a wide range of people from the immediate area and beyond. The Museum is an independent charity, and has grant funding from Wiltshire Council and Devizes Town Council.  The Museum depends upon the income that it earns from admission fees, shop sales and events, as well as investment income and support from its members.  We are seeking to increase our fund-raising to support our core activities and our capital development plans.
A small staff manage the Museum, overseen by a Board of Trustees and assisted by volunteers.  The Museum is run by the Wiltshire Archaeological and Natural History Society (the Society), a registered charity, which has over 1,000 members, including local supporters, families, professional archaeologists and academics.  The Society is a registered charity, a company limited by guarantee and is VAT registered.

Background to the Post

Due to retirement, we are looking to appoint a part-time Finance Officer to manage day-to-day book-keeping and payroll, assist with the preparation of monthly accounts for the Management Committee and Board of Trustees and the preparation of end of year accounts.  
Core Tasks:

· Performing all the tasks involved in running the monthly payroll of the Society (maintaining and adjusting salary rates, overtime payments, paying salaries by BACS, dealing with HMRC, applying deductions and paying over pension and NI contributions to the Pension Trust and HMRC).
· Preparing the online return of year end payroll.
· Inputting Budgets in the Financial Management System of the Society.
· Preparation of monthly and quarterly management accounts for the Accounts Committee and the Board of Trustees as directed by the Hon. Treasurer.

· Under the supervision of the Hon. Treasurer, responsible for preparing the Final Published Accounts of the Society (this includes the SOFA, the Balance Sheet, the Cash Flow Statement and final accounts disclosures according to the latest SORP for Charities). This includes year-end accruals and all final accounts transactions on the Financial Management System.

· Preparing the Final Accounts working papers, ensuring that they are sent to the Society’s Auditors by the due date and responding to their queries, liaising with the Hon. Treasurer.
· Preparation of a detailed monthly cash flow budget and advising the Hon. Treasurer in good time when additional cash injections are necessary.

· Preparation of VAT returns and payment (or reclaim) and online submission to HMRC and for liaising with VAT inspectors during their audits.
· Transfers from Society bank accounts to ensure sufficient funds are available.
· Responsible for the smooth maintenance, update and upgrade of the Society’s Financial Management System.

· Regular payments via BACS of suppliers, HMRC, Pension Trust, etc.
General Tasks:

· Other duties as the post-holder may reasonably be required to undertake from time to time by the Society, commensurate with the nature and grading of the post.

Qualifications and Experience

	
	Essential
	Desirable

	Qualifications
	A-levels or equivalent
	Qualified Accounting Technician by examination (MAAT).



	Skills
	Standard Office software – Word, Excel, Access
Produce clear concise written materials
	Knowledge of QuickBooks Desktop Pro 2018 and Sage Financials.

	Personal attributes
	Well-organised

Self-motivated with an ability to work unsupervised

Team player

Flexible attitude


	Interest in the museum and heritage sector

	Experience
	Recent, extensive and proven experience of running the day-to-day book keeping and payroll of a medium to large charity.  


	Recent experience of preparing the Published Statutory Accounts for a medium to large charity. Knowledge of the disclosure requirements of the latest Charity SORP and the latest Financial Reporting Statements as applied to Charities.




Applications:



Please complete an application form which can be downloaded from the website.  A Word version of the application can be emailed to Karen.jones@wiltshiremuseum.org.uk but must arrive before the deadline. You may send a signed copy of the application form to arrive after the deadline, or bring a signed copy to an interview. 
Closing Date


9 am Monday 5 November
Interview Date
We would like to interview shortlisted candidates on Tuesday 13 November.  Please let us know if this date is not convenient for you.
Target start date:

As soon as practical.
Probation


The post is subject to a three-month probationary period
