
 
 

JOB DESCRIPTION 
 

TITLE: Finance Officer 
 
OFFICE BASE: Your normal place of work will be Leeds Grand Theatre & Opera House; however, you 
may be required to work at any of the Company’s other venues on occasion. 
 
POST(S) TO WHICH DIRECTLY RESPONSIBLE: Senior Financial Manager 
 
POST(S) FOR WHICH DIRECTLY RESPONSIBLE: None but there will be some supervisory 
responsibilities. 
 
SALARY: £24,962 
 
HOURS OF WORK: 37 Hours per week  
 
CONTRACT TYPE: Permanent 
 
ANNUAL LEAVE ENTITLEMENT: 20 days plus bank holiday entitlement, rising to 22 days after three 
years’ service and 25 days after five years’ service. 
 
 
PURPOSE OF THE FINANCIAL MANAGEMENT TEAM 
The aim of this service is to ensure the Company is financially sustainable, its financial affairs are 
managed robustly and effectively, and its financial records are accurate and complete. 
 
 
PURPOSE OF THE JOB 
The post-holder, as a member of the Financial Management Team, will: 

• Support colleagues with a range of tasks and the provision of information 

• Manage the financial ledger by ensuring the transactions are processed efficiently, accurately 
and are complete 

• Assist and guide colleagues with managing their financial transactions, and ensuring they comply 
with financial processes and policies 

• Some supervisory responsibility for the Financial Administrator with day-to-day operations 
 
 
PRINCIPAL ACCOUNTABILITIES 

• Administering the Company’s financial transactions robustly, accurately and efficiently 

• Providing budget holders and colleagues with guidance and advice to enable them to take 
effectively manage their financial transactions and make sound financial decisions 

• Promoting the efficient and effective use of resources and the efficiency of processes 



• Ensuring compliance with financial processes and policies 

• Managing own workload with minimum supervision, producing work of high quality within the 
agreed timescales, work as efficiently and effectively as possible and be able to respond and 
adapt quickly to circumstances as they arise 

• Ensuring confidential and commercially sensitive data is managed appropriately 
 
 
NATURE AND SCOPE OF ROLE 
The post-holder will: 

• Maintain the financial ledger to accurately record financial transactions, undertake 
reconciliations and effectively resolve discrepancies, for example, bank reconciliation 

• Provide information to contribute to the core functions of the Team, such as the preparation of 
the annual Budget and Financial Statements, and monthly budget monitoring reports 

• Prepare information for and liaise with third parties 

• Assist colleagues with help and guidance with financial systems, processes, procedures and 
policies 

• Take supervisory responsibilities for individual staff member(s) as required.  For example, this 
will include being able to explain routine financial tasks and providing on-the-job training to 
colleagues 

• Work flexibly within a small team e.g., by providing cover for colleagues during periods of annual 
leave or other absence, and during very busy periods 

• Undertake any other duties which are commensurate with the post 
 
 
PERSON SPECIFICATION  
Detailed below are the types of skills, experience and knowledge that are required of applicants 
applying for the post. The ‘Essential Requirements’ indicate minimum requirements and applicants 
lacking these attributes will not be considered for the post.  
 
Desirable requirements are additional attributes to enable the applicant to perform the duties of the 
post more effectively, or with little or no training. They are not essential but may be used to 
distinguish between acceptable candidates. 
 
Essential requirements 

• A high level of numeracy skills 

• Ability to work accurately and with attention to detail, when under pressure 

• Ability to prioritise duties and meet deadlines 

• A high level of communication skills, for example being able to explain processes or procedures 
to non-financial colleagues 

• A high level of IT skills, especially Microsoft Excel 

• Experience in using financial systems and obtaining data from other systems 

• Experience in staff supervision, or on-the-job training/development 

• Be able to work effectively with external bodies such as promotors, suppliers, local authorities 
and auditors 



• Be able to take responsibility for developing own performance within the job 

• Be able to identify improvements to systems and procedures and contribute to their 
implementation 

• Be able to understand policies and procedures and assist colleagues in following or 
implementing them 

• Be able to handle large amounts of data, and keep it secure and confidential as appropriate 

• Be able to undertake projects and complex tasks to the required standard 

• Be able to interpret information logically and apply sound judgment 

• Be able to demonstrate the use of initiative and adapt quickly to changing circumstances 

• Possess a positive, can-do attitude, and a flexible approach to working as part of a small team 

• Possess strong customer service skills 

• Be willing to take personal responsibility under and abide by a range of policies, such as Health 
and Safety 

• Be AAT qualified or part qualified. 
 
Desirable requirements 

• Ability to use Microsoft Excel to an advanced level 

• Some basic knowledge of accounting for VAT 

• Experience in cash handling 

• Substantial experience of working in a financial environment. 
 


