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BRIGHTON & HOVE MUSEUMS
JOB DESCRIPTION

	Job Title:

	Finance Assistant

	Reports to:

	Head of Finance

	Date written:
	June 2026


Purpose of the Job

To provide an efficient and accurate purchase ledger service for Brighton & Hove Museums, ensuring supplier invoices, payments and purchasing transactions are processed promptly and accurately. The postholder will support the wider finance team, maintain strong financial controls and contribute to the continuous improvement of finance processes.

Principal Accountabilities

1. Process supplier invoices accurately and promptly, ensuring correct coding, VAT treatment and authorisation.
2. Match invoices to purchase orders and goods received notes, resolving discrepancies with budget holders and suppliers.
3. Prepare supplier payment runs in accordance with agreed payment schedules.
4. Reconcile supplier statements and investigate outstanding balances and queries.
5. Receive, record and reconcile cash and card takings from the Trust's sites, investigating and resolving any discrepancies where required.
6. Process purchase card transactions, petty cash claims and employee expense claims, ensuring they are accurately coded, authorised and recorded in accordance with the Trust's financial procedures.
7. Monitor the purchase ledger and other finance-related mailboxes, ensuring all queries are dealt with promptly and professionally.
8. Support the administration of Amazon Business purchases, ensuring all orders are supported by an authorised purchase order, are for legitimate business purposes, and comply with the Trust's Purchasing & Procurement Policy.
9. Support the administration of the purchase order system, ensuring compliance with the Trust's Purchasing & Procurement Policy.
10. Ensure all supplier invoices are supported by an authorised purchase order and escalate non-compliance where appropriate.

11. Assist with month-end activities, including purchase ledger reconciliations and accrual information.

12. Support VAT processing by ensuring invoices are correctly coded and VAT is accurately recorded.

13. Assist with audit requests by providing supporting documentation and reconciliations.

14. Identify opportunities to improve finance processes and support the wider finance team during periods of absence.

15. Provide ad-hoc support for sales ledger processing.

16. Provide flexible support across the finance team during busy periods or periods of staff absence.
17. Provide general office administrative support across the Finance team
General Accountabilities
To develop practices within the Trust that uphold and develop the principles of the Trust’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 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 the Trust 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 Assistant

	Reports to:

	Head of Finance

	Date written:
	June 2026


Essential Criteria

	Job-related Education, Qualifications and Knowledge
	· Good understanding of purchase ledger and accounts payable processes.

· Knowledge of VAT relating to supplier invoices.

· AAT qualified, studying towards AAT or equivalent finance experience.

· Good understanding of financial controls and purchasing procedures.



	Experience
	· Previous purchase ledger/accounts payable experience.

· Processing high volumes of invoices.

· Supplier statement reconciliations.

· Purchase order systems and computerised finance systems.

· Processing staff expenses, purchase cards and petty cash.

· Microsoft Excel experience.



	Skills and Abilities
	· Excellent attention to detail.

· Strong numerical and organisational skills.

· Ability to prioritise workload and meet deadlines.

· Excellent communication and customer service skills.

· Ability to resolve supplier queries professionally.

· Ability to work both independently and as part of a team.



	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.

	Other Requirements
	· Flexible approach to work

· Commitment to confidentiality 
· Ability to demonstrate excellent numerical and verbal and written communication skills and good financial awareness.

· Knowledge of Health and Safety issues, such as risk assessments and the implementation of good Health & Safety practice.


