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BRIGHTON & HOVE MUSEUMS
JOB DESCRIPTION

	Job Title:

	Finance & Administrative Assistant 

	Reports to:

	Executive Team Manager / Head of Finance

	Date written:
	November 2023


Purpose of the Job

To provide administrative support across all departments within B&HM, including the Finance Department and the Executive Board. To provide support to the Executive Team Manager & Head of Finance in their work.

Principal Accountabilities – Administration
1. To provide general administrative support across B&HM, including as needed diary and travel arrangements for the CEO, booking meeting rooms, welcoming and guiding guests to meetings. 
2. Maintain and order stationery and office equipment across all sites.
3. Provide support to and deputise for the Executive Team Manager as needed.

4. To arrange and support meetings including preparation of papers and agendas and taking of notes and minutes.

5.  Dealing with post to and from B&HM and overseeing and maintaining the post room.
6. Undertaking filing and the maintenance of records.

7. Helping to deal with external enquiries.

8. Supporting governance issues including arranging meetings, developing agendas and papers, taking minutes, filing and archiving records. Dealing with expenses. Helping to maintain communications with Trustees and other key stakeholders.

9. Provide administrative support in complying with Charity Law.

Principal Accountabilities - Finance
10. To assist with the collection of cash from various sites across B&HM, undertaking reconciliation of the cash collected and maintaining accurate records and banking of all monies. 
11. To assist with the reconciliation of sales and receipts between the EPOS system and the finance system, including liaising with the Bookings Team and reporting system faults to the Commercial Systems Manager. 

12. To assist with the generation of sales invoices for B&HM including schools, groups and functions invoices in a timely way. 

13. To assist with all aspects of the organisation’s purchase order and accounts payable function in line with internal procedures, including setting up suppliers on finance system, purchase order processing and purchase invoice processing. 

14. To assist with payment of staff expenses by bacs, supply of petty cash to colleagues across B&HM and posting & reconciliation of petty cash records. 

15. To provide assistance with other forms of financial support to B&HM, e.g. receiving and recording of all incoming cheques, emptying donation boxes, making change runs and organising cash counts at all sites. 
16. To communicate effectively with internal and external customers, suppliers, and other stakeholders including the external auditors to assist with enquiries regarding accounts & invoices, etc. 

17. Assist the Head of Finance with the administration of the purchase card scheme including coding and adding VAT rates as required. 

18. Any other ancillary duties as reasonably required by Head of Finance. 

General Accountabilities

To develop practices within B&HM that uphold and develop the principles of B&HM’s Equality in Employment Policy and the Equalities Policy in relation to staff and to service provision.

To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety and safeguarding of such employees and areas of the workplace as fall under your direct control 
and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. All staff will occasionally be asked to work front-of-house across any of our sites.

All staff will have an individual work plan explaining how they are contributing to the delivery of our vision and business plan which will be updated annually. 

Every member of staff will work as one team looking after five sites and three gardens. They will:

•
Be visitor focused and business-like.

•
Be a great museum professional.

•
Always be listening and learning.

•
Be an ambassador for B&HM.

Your duties will be as set out in the above job description but please note that B&HM reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

PERSON SPECIFICATION

	Job Title:

	Finance & Administrative Assistant                  

	Reports to:

	Executive Team Manager / Head of Finance

	Date written:
	November 2023


	CRITERIA
	ESSENTIAL CRITERIA

	Job related knowledge, experience

& qualifications
	Relevant knowledge gained through formal training equivalent to NVQ level 3, or the equivalent relevant experience.
Substantial experience of providing administrative support.

Knowledge of a range of the administrative and organisational policies, processes and codes of practice across a range of role-related services.
Experience of taking and producing accurate minutes of meetings.

Comprehensive knowledge and understanding of relevant standard software packages.
Proven experience of record-keeping and maintaining office systems and procedures.

	Skills & abilities
	Effective problem-solving skills.

A methodical and logical approach with a good attention to detail and an exceptional commitment to customer service.
Excellent organisational and time management skills.

Excellent literacy and numeracy skills.

The ability to work effectively in a team.

Excellent communication skills – both written and oral. A high degree of tact and diplomacy is required. The ability to work with a wide range of people both staff and public.

Ability to prioritise tasks and work to deadlines, independently and be self-motivated.

The ability to plan and monitor expenditure. 

ICT skills including word processing, email, spreadsheets, and databases.

	Equalities
	To be able to demonstrate a commitment to the principles of equalities and to be able to carry out duties in accordance with B&HM’s Equalities Policy.


PAGE  

Page 5 of 5 


[image: image1.png]