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January 2018
Dear Applicant, 

Thank you for your interest in the post of Finance Director. 

Please find enclosed:

1. Job Description and Person Specification

2. Theatre Royal’s Mission Statement

3. Application Form

4. Equal Opportunities Monitoring Form

Completed applications are to be returned by 12 midday Wednesday 31st January 2018
Interviews will be held as follows:

1st Interviews:
Wednesday 7th February 2018
2nd Interviews:
Monday 12th February 2018
To apply for this position, please return your completed application form to Velma Fontaine (vfontaine@stratfordeast.com) or c/o Theatre Royal Stratford East, Gerry Raffles Square, Stratford, London E15  1BN

You may find it helpful to look at the Theatre Royal Stratford East website www.stratfordeast.com for general information on the theatre’s policies, current programme and past history. 

I hope that you will be interested in applying for the post

With best wishes, 

Velma Fontaine

Operations Coordinator

Job Description

Job title:

Finance Director

Reporting to:
Executive Director

Responsible for:
Finance Team 

Background

Theatre Royal Stratford East (TRSE) is East London’s oldest theatre with a world-famous reputation for creating innovative work that champions unheard voices and connects with the lives of local people. We have one of the liveliest and most diverse audiences in the country.

TRSE’s work and audiences have always reflected its unique location. We’re proud to be at the centre of the youngest borough in the country working in one of the most exciting and culturally mixed areas of the world. Newham is both one of the UK’s most disadvantaged boroughs and is also part of the largest regeneration area in Europe. 

Recent shows are attracting wider audiences from across London and beyond. Meanwhile we are developing plans to create new venues and partnerships so we can offer a richer and more varied programme to reach more people and play a leading role in the influential and growing hub of cultural activity in London’s East End.

Main Purpose of the Post

To lead the Finance Department and provide management accounts and financial insight to the Board and Executive of TRSE (including its trading subsidiary).

Principal duties and responsibilities

Reporting

· Using figures generated by the Financial Controller, prepare monthly management accounts for the Executive and a quarterly financial report for the Board;

· Attend weekly meetings with the Executive to discuss cash flow and other financial matters arising;

· Attend monthly meetings with Budget Holders and the Executive to discuss financial performance;

· Attend quarterly Board meetings and meetings of the Board’s financial sub-committee and present financial reports, as required; and

· Provide ad hoc financial reporting and analysis for the Board, Executive and other key stakeholders, as required.

Annual Accounts & Returns

· Prepare annual statutory accounts and liaise with the auditors to finalise;

· Circulate and submit statutory accounts to all interest parties; and

· Prepare and submit the corporation tax returns, including a claim for theatre tax relief credit.

Business Planning

· Coordinate the preparation of the annual budget for TRSE; and

· Offer strategic advice and participate fully in business planning for TRSE.

Systems, Policies and Procedures

· Conduct an annual review of financial systems, policies and procedures, including a review of internal financial controls and the current tasks breakdown;

· Check the condition of all assets and conduct an annual review of whether assets and investments are being put to best use and serving TRSE’s interests;

· Conduct an annual review of current and deposit bank accounts and liaise with the bank, as required;

· Ensure that any income due to TRSE from further exploitation of its projects or productions is being received; and

· Maintain an up-to-date understanding of technical and legislative developments affecting the work of the department, including in relation to corporation tax, theatre tax relief, gift aid, VAT, PAYE, pension regulations and accounting regulations.

Approvals

· Approve the following on a weekly basis:

· Weekly payrolls;

· Purchase invoice payment runs;

· Staff expense claims; and

· Production settlements and royalty statements;

· Approve the following on a monthly basis:

· Monthly payrolls;

· Aged payable and aged receivable reconciliations;

· Income reconciliations;

· Bank account reconciliations;

· Credit card reconciliations;

· Petty cash reconciliations; and

· Inter-company loans and recharges;

· Approve the following on a quarterly basis:

· Group VAT return; and

· Gift Aid returns;

· Approve the following as required:

· Acceptance or offering of gifts and hospitality;

· Pre-paid debit card limits and petty cash floats;

· All agreements being entered into by TRSE.

Person specification

Skills

· Excellent commercial and business acumen

· Demonstrable good judgement and decision making

· Demonstrable ability to think strategically and understand broader organisational issues

· Persuasive and credible influencing skills with the ability to be assertive and challenging

· Ability to interpret and present complex financial data in a way that is practical and understood by non-Finance colleagues and trustees

· Excellent communication skills, both orally and in writing to a range of audiences

· Ability to build highly-effective and collaborative working relationships with trustees, executives and staff

· Diagnostic and advisory skills with the ability to analyse a complex problem or situation, think creatively and advise on a range of options

· Strong organisational and planning skills and ability to work to tight deadlines

· Up-to-date understanding of technical and legislative developments in the finance sector

· Attention to detail

· Excellent ICT skills, including Microsoft Excel

Experience

· Significant post-qualification experience in the finance sector

· Leading a finance department in either a charity or arts organisation

· Contributing to business planning and preparing annual budgets

· Liaising with multiple departments to generate accurate forecasts and cash flow projections

· Implementing and reviewing robust financial systems, policies and procedures

· Reviewing contracts on behalf of a charity or arts organisation

· Reporting to a board of trustees

· Ideally, experience of partial VAT exemptions, theatre tax relief and gift aid

Qualifications

Qualified finance/business professional with excellent financial and business knowledge (or able to demonstrate equivalent knowledge)

TRSE is committed to a policy of equal opportunities embracing diversity in all areas of activity and positively welcomes applications from disabled people and people of all ethnicities.

Contract type:
This is a part time permanent contract. As this is a new position and the weekly hours required to fulfil the job description are not known, we would initially like to engage the successful candidate for a flexible number of hours each week. We envisage you will work 24-32 hours (3-4 days) per week initially and you will be paid pro rata for the hours you work. After 6 months we will confirm the number of hours to be worked each week and we envisage this will be a 0.6 FTE contract (additional days may be required on occasion).

Salary:

£55,000-£60,000 pro rata (dependent on experience)

Hours of work:
Initially 24-32 hours per week and then after 6 months 24 hours

per week. 

Office hours are Monday to Friday 10am to 6pm. Once the

contract hours are set there will be occasions where work

outside these hours is required – and there will be no provision

for paid overtime, however we operate an informal TOIL system.

Holidays:

20 days per annum plus bank holidays pro rata. This will

increase by 1
day pro rata for each full holiday year of service

completed to a maximum total of 25 days pro rata.

Probation:

6 months

Theatre Royal Stratford East

Mission, Vision and Objectives

Mission 

Theatre Royal Stratford East believes in the ability of theatre to achieve radical change, to shape and to reflect the hopes and dreams of individuals and communities.  It accordingly works to discover and develop new talent and new audiences, particularly amongst people who are often excluded from access to theatre.

Vision 

Theatre Royal Stratford East’s mission is inevitably sharpened by the nature of the district it is in.  The whole area of East London can be seen as at the front-line of change in British society, specifically given that Newham has the most culturally diverse and youngest population of any borough in the country.  Theatre Royal Stratford East has a longstanding commitment to creating a continuous loop between its community and the work on its stage.  This pushes its aspiration to become a role model for the rich rewards to be gained from a wholehearted expression of multi-culturalism, in its programming and all its processes. 

Aims

· To make a key contribution to the development of a vibrant contemporary theatre sector that closely reflects the lively cultural diversity of urban British life 
· To widen people’s horizons, helping to develop the confidence and communication skills of individuals and communities, particularly those experiencing social and economic exclusion
· To contribute towards the development of a harmonious and tolerant society
· To play a role in the social and economic development of East London, building on its role as a cultural flagship with a national and international reputation
· To ensure that audiences, participants, artists and staff enjoy a positive engagement with Theatre Royal through a constant emphasis on the achievement of high quality in every aspect of its work 
	Post Applying For: 

Finance Director

	Please complete all relevant parts of this form clearly in type or dark ink and use additional sheets if necessary.  Do not write on the reverse of any page.

Please send completed applications by 12 midday on Wednesday 31st January 2018 to:-
Velma Fontaine, Operations Coordinator, Theatre Royal Stratford East,

Gerry Raffles Square, Stratford, London E15 1BN

vfontaine@stratfordeast.com


	A.  Personal Details

Mr/ Mrs/ Miss/ Ms  (please delete as appropriate)  
Full name: 
Address:

Telephone – home: 



                  -  work: 



                  -  mobile: 


Email:

	B.  Employment

i) Present or most recent employment
Name of Employer:
Address of Employer:
Postcode:
Nature of business:
Post held:
Date started: 


Date finished (if applicable):  

Salary: 

per annum/ per week  (please delete as appropriate)
Notice required:  

Brief description of duties:  



	ii) Previous employment (please list most recent first).  You may substitute a c.v. for this section if you wish.

Dates


Employer




Post

Please continue on a separate sheet if necessary.



	C.  Education, Training, Qualifications and/or other relevant experience
Please include any voluntary work relevant to this position.



	D.  Other Interests/Hobbies



	E.  Access Requirements

Do you have any access requirements for the recruitment process, (e.g. interpreters, information in different formats, etc)? (please tick)

                                                                                       Yes       
  No

If yes, what assistance can the Theatre Royal Stratford East provide to meet your access requirements should you be called to interview?


	F.  Work Permit
Do you require a work permit? (please tick)             Yes                  No

Staff who require permission to work in the United Kingdom will be required to submit the appropriate proof.  Documentary evidence should not be sent with application forms but candidates will be advised if and when it is required.  Failure to submit documentary evidence when requested will result in delay in appointment.


	G.  Criminal Convictions

Please give details of any criminal convictions you have had, excluding any ‘spent’ under the Rehabilitation of Offenders Act 1974.



	H.  Supporting Statement

Please state why you want this particular post and highlight the skills and experience that you could contribute.  Take this opportunity to address how you specifically meet the job and candidate specifications for this position – giving specific examples as appropriate. 

Please continue on a separate sheet if necessary.

	I.  References

Please give the contact details of two referees.

Name: 
Position: 
Organisation:
Address: 
Telephone:

Email:

Name: 
Position: 

Organisation:  
Address:
Telephone:

Email:  


       Please tick this box if you do not wish your current employer to be approached for a reference unless an offer of employment is to be made.

	I agree that the above information is correct

Signature:                                                                             Date:



THEATRE ROYAL STRATFORD EAST

MONITORING FORM

Theatre Royal Stratford East is committed to an Equal Opportunities policy, including integrated casting. This policy exists to ensure equality of opportunity and the elimination of discrimination on the grounds or worker's sex, marital status, age, creed, colour, race, ethnic origin, sexual orientation and physical, sensory or mental disability.

To ensure that an Equal Opportunities policy is achieving its aims it must be monitored and for this to be effective, it is necessary to classify all employees and job applicants according to their ethnic origin, sex and disability. Records can then be used to establish whether any group is under or over-represented in certain areas. These areas can then be examined more closely in order to assess whether equal opportunities are being achieved or whether discrimination may be occurring.  The information provided will be detached from your application and used for monitoring purposes only.

Any information provided is entirely confidential and will not form part of the selection process. 

1. Please state how you found out about the job, clearly stating the press, network, website, mailing list, etc.

……………………………………………………………………………

2. How do you identify you gender?

	Male
	

	Female
	

	Other (please specify)______________________________
	

	Prefer not to say
	


3. What age group do you belong to?

	0-19
	

	20-34
	

	35-49
	

	50-64
	

	65+
	


4. How would you define your sexual orientation?

	Bisexual
	

	Gay man
	

	Gay woman/lesbian
	

	Heterosexual/Straight
	

	Prefer not to say
	


5. How would you describe your ethnic origin?
	English/Welsh/Scottish/Northern Irish/British
	

	Irish
	

	Gypsy or Irish Traveller
	

	Any other white background
	

	White and black Caribbean
	

	White and black African
	

	White and Asian
	

	Any other mixed/multiple ethnic background
	

	Indian
	

	Pakistani
	

	Bangladeshi
	

	Chinese
	

	Any other Asian background
	

	African
	

	Caribbean
	

	Any other Black/African background
	

	Arab
	

	Any other ethnic group
	

	Prefer not to say
	


6. Do you consider yourself to have a disability?

	Non disabled
	

	Visual impairment
	

	Hearing impairment/deaf
	

	Physical disabilities
	

	Cognitive or learning disabilities
	

	Mental Health condition
	

	Prefer not to say
	

	Other long term/chronic condition
	


SHAPE use the following definition of disability: "People with physical, mental or sensory disabilities: with hidden disabilities such as psoriasis, epilepsy, heart, chest conditions: people with disabilities linked to ageing: people suffering from mental illness".

