
NOTTINGHAM PLAYHOUSE
INTERIM HEAD OF FINANCE 
JOB DESCRIPTION

Responsible to:	Chief Executive

Responsible for: 	Finance Manager

Purpose of post:	A member of the Senior Management Team (SMT) involved in planning, scheduling and strategy, the Head of Finance will play a key role in the future of Nottingham Playhouse’s activities, contributing to the creation and delivery of business objectives. 
Responsible for the management, supervision, delivery and financial control of the finance operations of the Nottingham Playhouse group.
To lead the charity’s budgeting processes and ensure strong systems are in place for resource allocation and performance monitoring at all levels of the charity.

MAIN TASKS & RESPONSIBILITIES

Systems and Procedures
· To oversee the Playhouse's day to day financial systems, procedures and controls in order to ensure production of timely and accurate financial accounts and other information using Sage Line 200, Excel and other software as appropriate.
· To keep abreast of accounting system developments and alternative IT packages and to play a key role in identifying and specifying new systems at the appropriate times.

Finance and Budgeting
· To line manage the Finance Manager ensuring the monthly management reporting is accurate, timely, user friendly and meet the needs of the charity and its subsidiary companies.
· To prepare the annual financial statements for the Nottingham Playhouse group, liaising with the Risk and Audit Sub-Committee.
· To prepare project accounts for co-productions, tours and other projects as required.
· To develop, in conjunction with the Chief Executive, rolling budgets, financial models for the business, together with accompanying risk assessments and contingency plans.
· To assist the Chief Executive and senior managers in the preparation of budgets for productions, business plans, annual reports, funding applications, one off projects, certain funded projects, festivals and so forth. 
· To create and oversee forecasts, for productions and annual budgets and other financial management information as required for both the charity and its trading subsidiaries. 
· To prepare annual cashflow projections for the Nottingham Playhouse Group.
· To prepare cost benefit analyses and income and expenditure trends of activities as required, supported by the Finance Manager. 
· To monitor expenditure in all areas of the theatre’s operations and act to minimise expenditure through competitive tendering. 
· To work closely with budget holders to monitor income and expenditure against budgets.
· To prepare regular Finance reports for Nottingham Playhouse Trust Board and subsidiary Boards and to attend Board meetings to present reports to Board members. 

Strategy
· To ensure that the appropriate vision and processes are in place to ensure the long-term financial viability of the charity and its trading subsidiaries.
· To evaluate proposals and advise SMT and directors on the financial consequences.
· To develop earned income from the broadest possible range of sources and continually review the cost/benefit of these to the organisation. Working closely with the Chief Executive and Artistic Director in particular, the Head of Finance will undertake root and branch analysis of sales, spending and core costs, identifying new partners and new income streams. 
· To ensure appropriate risk management techniques and financial controls are embedded throughout the charity and its subsidiary companies at strategic and operational levels and to prepare risk and opportunity reports evaluating financial activities across the organisation. 
· To maintain the risk register for Nottingham Playhouse and communicate any change in risk rating to senior management and Board members.
· To play a key role in business and programme planning. 
· To develop links and contacts locally, regionally and nationally and to use these proactively to increase income generation and maximise business performance.

Capital Assets
· To oversee the maintenance of the fixed asset register detailing the theatre’s tangible assets.
· To support the Audit and Risk Sub-committee in reviewing accounting policies on the valuation of fixed assets.
· To assist the Chief Executive in the management of capital projects, preparing budgets, monitoring expenditure and ensuring receipt of any funds.

Audit
· To oversee/implement all year end procedures in readiness for audit, including preparation of the theatre’s audit file.
· To manage the theatre’s auditors during the audit to ensure that the process runs smoothly and the auditors receive all the necessary information to complete the process of auditing the theatre’s accounts.

Statutory Returns
· To oversee the preparation of quarterly VAT returns and payroll-related returns and to ensure these are filed with HMRC by the appropriate deadlines.
· To prepare the Theatre Tax Relief Claims for submission by the company auditors.
· To ensure that any other statutory and non-statutory returns that the organisation is required to file, including Arts Council England and other funders, Office for National Statistics, are filed by the appropriate deadlines.




Other
· To comply with statutory obligations regarding the keeping and maintaining of financial records.
· To represent Nottingham Playhouse at networking meetings where appropriate across the City and region.
· To be the main contact for partners and funders on financial matters. 
· To undertake key projects in a semi project management basis on behalf of Nottingham Playhouse on an occasional basis. 
· To attend Senior Management Team meetings and other meetings as requested.
· To deputise for the Chief Executive as appropriate.
 
General
· To always act in the best interests of Nottingham Playhouse.
· To agree to abide by Nottingham Playhouse policies such as Health and Safety, child protection etc.
· To take positive action to promote Equal Opportunities in all aspects of the work of Nottingham Playhouse Trust Ltd.
· To maximise income and minimise expenditure wherever possible.
· To maintain confidentiality in all areas relating to Nottingham Playhouse.
· To carry out such other duties as may be reasonably expected of the post.



