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Creative Kernow Director of Finance (0.8 - 4 days per week)
· 30 hours per week (0.8 FTE)  
· £36,500 to £43,000 per year pro rata (£29,200 – £34,400 per year)
· [bookmark: _GoBack]Expected start date:  Immediate start

Job purpose 
Reporting directly to the Chief Executive, the Director of Finance is responsible for the management of daily financial functions within the Group’s parent and subsidiary companies, comprising accounts payable, purchasing and income control processes, preparation of management accounts and cashflow reports, input into grant funding and reporting requirements and the preparation of the Group’s year end accounts to draft stage. 

Job description & key responsibilities
The Director of Finance will:
· Maintain effective in-house finance function, manage day-to-day financial operations, and put systems in place to ensure the organisation can continue to grow

· Lead on the preparation of annual and project budgets through close liaison with the Chief Executive and budget holders

· Maintain financial ledger records using Sage, overseeing the work of the Group Finance Officer to ensure that financial transactions are properly updated, recorded and that all financial reports are accurate. Oversee and sign off on the use of cash controls including bank reconciliation, payment of invoices, credit card transactions, and administration of staff expenses, ensuring all expenditures are within the agreed budget and have the appropriate authorisation 

· Liaise with the payroll service provider to coordinate and reconcile monthly staff payroll and pension arrangements

· Maintain appropriate controls over the purchase and sales ledger functions, ensuring debt recovery processes are initiated in a timely manner.
· Generate monthly reports of the Group’s finances, and quarterly Board finance reports. Prepare financial reports for colleagues who have responsibility for project management as required and support staff with budgetary projections for funding applications

· Prepare financial reports for the Creative Kernow board and attend board meetings to ensure accurate information informs strategic decision making

· Preparation of VAT returns and monitoring of company registration thresholds

· Prepare financial statements and proposals including Annual Accounts and Audit by the preparation of draft accounts for review and audit

· Prepare and submit claims for grant funding

· Advise the CEO and the Board on finance related changes in law and regulations

· Manage the Group Finance Officer and Cultivator Finance Officer – meeting regularly to review finance team targets and ensuring appropriate training and support are in place and cover during holiday periods

Organisational structure
Responsible to:  Chief Executive, Creative Kernow Group
Responsible for:  Group Finance Officer and Cultivator Finance Officer

The small core Creative Kernow team comprises of the Chief Executive, Administrator and the Finance team who work across the charity’s programmes and businesses, with ultimate responsibility resting with the Creative Kernow Board of Trustees.

Person specification – Skills and experience
Essential
· Working up to date knowledge of accounting software - in particular Sage50 Accounts
· Senior experience in business finance and administration 
· Fully computer literate, including Microsoft Office Suite
· Full working knowledge of accounting principles and charitable company requirements
· Excellent attention to detail, and effective written and verbal communication skills
· Able to work upon own initiative and manage tasks appropriately
· Formal accountancy qualification: ACCA/CIMA/ACA. AAT with significant experience may be considered

Desirable
· Experience of working with Boards of Directors
· Some HR knowledge/experience
· Previous management experience
· Knowledge of Cornwall’s creative sector and public arts funding

This is a part-time post (0.8 - 4 days per week) based at Krowji in Redruth. 
Remote working is supported but must be agreed in advance to suit the needs of the team. 
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