
 

 

 

Jenson Fisher is delighted to be retained by Horsecross Arts in Perth to recruit a new Head of Finance 

and Administration into the organisation on a permanent, full time basis. This role will be based in 

Perth city centre at the state-of-the-art Perth Concert Hall. 

 

Horsecross Arts – A Background 

 

Horsecross is the creative organisation and charity that runs Perth Concert Hall and Perth Theatre. 

Perth Theatre reopened following major refurbishment in December 2017 whilst Perth Concert Hall is 

a major Scottish performance venue with 1,200 seat capacity presenting an eclectic programme with 

something for everyone. We are here to create a buzz; to inspire, entertain, surprise and delight.  

 

When you join Horsecross Arts, you are not just turning up for work; you are buying into an 

organisation that wants to be the best. Perth Concert Hall and Perth Theatre are both great buildings, 

but it’s the people that make them special. 

 

Head of Finance and Administration – Job Purpose 

 

You will deliver an effective financial management service to the organisation including strong budget 

management and control, effective financial procedures and processes are followed; ensuring 

accurate and timely management information is provided to Board, CEO and Senior Management; and 

working closely with the CEO and Senior Management Team (SMT) to manage the organisation’s 

resources.  

 

You will also oversee HR and venue management functions. 

 

Organisational Relationships 

 

As Head of Finance and Administration you will form a key part of the SMT, strategically leading the 

Finance function and reporting to the Chief Executive. You will line manage the Finance Team Leader, 

Contracts & Settlements Administrator, HR Administrator and Venues Manager and will work closely 

with all departments supporting SMT and Management Budget holders appropriately.  

 

Your primary place of work will be Perth Concert Hall and you will be required to attend Board 

Meetings, Board Sub-Committees and meetings with major funders and stakeholders as required. 

 

  



 

 

 

Head of Finance and Administration – Main Duties & Responsibilities 

 

Financial Management & Accounting 

 Delivery of effective financial accounting and treasury management services to the 

organisation. 

o Ensure timely, efficient and accurate processing of all financial transactions and 

monthly reconciliation of all balance sheet accounts, including maintenance of the 

asset register and management of restricted funds. 

o Continually review and update financial management process to ensure compliance 

with legal and charitable financial management requirements maintaining the highest 

of standards. 

o Ensure internal audit processes and procedures are developed and maintained to 

ensure highest standards of financial management. 

o Develop financial systems to allow for full cost recovery model of accounting. 

 Development and enforcement of effective internal financial control systems and balance 

sheet reconciliation. 

o Develop and enforce working practices to maintain tight financial control over all 

Horsecross transactions. 

o Develop internal working practices to promote effective budgetary management 

amongst all budget holders. 

o Ensure that all budget holders comply with procedural requirements and enforce 

effective practice through the organisation. 

o Embed a culture of strong financial management across the organisation, promoting 

financial awareness widely. 

 Special project accounting and reporting support (eg. Theatre touring, Creative Learning 

projects, restricted funding use). 

o Ensure that accurate records are maintained to support complex project accounting 

across the range of activities that the organisation undertakes. 

o Communicate clearly with budget holders the required processes for effective 

reconciliation at the end of projects, including reporting to partners. 

o Oversee settlement of all projects’ finances primarily through the oversight of the 

work of the Contracts and Settlements Administrator. 

 Act as budget holder for all overhead, insurance and office services accounts, monitoring 

expenditure and liaising with the CEO on projected over/underspend as required. 

 

Reporting 

 Lead the production of timely and reliable monthly, quarterly and annual financial accounting 

reports for internal and external stakeholder use. 

o Lead monthly and quarterly management accounting process across the organisation. 

 



 

 

Reporting (continued) 

o Develop accurate approach to forecasting in partnership with budget holders to 

ensure clear tracking of income and expenditure, flagging variances with the CEO as 

required. 

o Lead on preparation of annual accounts with the external auditor. 

o Produce regular financial reports for CEO, Board and major funders. 

o Produce effective financial reports to support management decision making and 

performance monitoring. 

 

Budget Development & Risk Management 

 Develop and refine organisational budgets to accurately reflect costs and resources across the 

organisation. 

o Collaborate on annual budgeting process with the CEO to accurately balance resource 

and expenditure across the programme of activity, communicating parameters and 

working with budget holders on accurate revenue target setting. 

o Working with Heads of Department and Finance team on cashflow monitoring and 

management. 

o Lead budget review processes as a part of monthly management accounting process, 

making recommendations to the CEO and Board on in year budget development, and 

reprofiling and reforecasting to reduce financial risk and exploit opportunity as 

presented. 

o Support project budget development across the organisation as required ensuring 

that all project and core costs are included. 

 Develop organisations approach to organisational risk management. 

o Develop robust processes and reporting to support assessment of risk by CEO, Senior 

Managers and Board. 

o Regularly update organisational risk register for presentation to board and major 

funders on a quarterly basis. 

 Work closely with the CEO in the ongoing development of the organisation’s business 

planning. 

o Contribute strategically to the development of the organisation’s business planning 

process, leading on the financial planning processes. 

o With the CEO interrogate department budgets as a part of the business planning 

process to ensure realistic revenue targets are set. 

o Support the development of appropriate KPIs for the business plan to support the 

Board’s monitoring of organisational performance, coordinating organisational 

reporting against them as required. 

 

Compliance 

 Lead charity and business tax compliance across all business activities. 

 



 

 

Compliance (continued) 

o Oversee the quarterly VAT returns process ensuring effective management of VAT 

liabilities observing rules around Cultural Exemption and other relevant exceptions. 

o Oversee tax claims relating to Theatre Tax Credit maximising claims for the 

organisation. 

o Work with Development Team on timely Gift Aid claims. 

o Ensure that the organisation is compliant with all payroll tax liabilities and continues 

to operate effectively. 

o Ensure taxation liability is minimised for Trading Subsidiary through effective use of 

allowances. 

o Ensure compliance with employer pension legislation. 

o Work with external auditors to ensure timely presentation of annual accounts for 

Board sign off, and submission to major funders in line with funding agreements with 

SLA requirements. 

 Lead on submissions to Creative Carbon Scotland annual Carbon Management Report, 

gathering information from across the organisation and ensuring a robust system is in place 

to report and monitor. 

 Develop action plan with the Green Team and CEO. 

 

Management 

 Line management of the following staff: 

o Finance Team Leader who oversees Senior/Finance Assistants, Finance Modern 

Apprentice. 

o Settlements and Contracts Administrator. 

o HR Administrator. 

o Venues Manager who oversees venues team, housekeeping and firewatch. 

 Oversee the management of the HR function for the organisation. 

o Line manage the HR Administrator, ensuring accurate records are maintained of all 

personnel including payroll data, training, on-boarding and end of service. 

o With the CEO, liaise with the external HR Advisors as required to support the 

organisation’s approach to HR. 

o Act as Senior Management point of contact for escalated HR issues, involving the CEO 

as required. 

 Oversee the Venues Management team. 

o Line manage the Venues Manager to effectively manage the maintenance of the 

buildings. 

o Oversee all overheads and maintenance costs, ensuring contracts are reviewed to 

provide maximum value for money to the organisation on a regular basis. 

o Oversee capital maintenance programme, supporting the Venues Manager with 

liaison with the landlords (Perth & Kinross Council) over major maintenance issues. 

 



 

 

General Duties & All Staff Responsibilities 

 Support the CEO as a member of the Senior Management Team (SMT), working on strategic 

projects and strategies including playing a full role in business and long-term financial planning 

for the organisation. 

 Attend Senior Management Meetings, Board & Board Sub-committee Meetings and meetings 

with major funders as required. 

 Attend performances, events and conferences as an ambassador for the organisation, 

promoting a positive public image of the organisation at all times. 

 To be aware of the work of other departments in the achievement of Horsecross’ aims. 

 To take an active part in communicating and co-operating with other staff and departments. 

 To follow guidelines, procedures and policies provided by the company in relation to financial 

management and personnel records. 

 To work in accordance with the Equal Opportunities policy of Horsecross. 

 To be aware of, and comply with, rules and legislation pertaining to Health & Safety at work. 

 To take an active part in achieving high standards of customer and client care. 

 

Head of Finance and Administration – Person Specification 

 

Essential Experience 

 A UK recognised professional accountancy qualification (ACCA,CA, CIMA, CIPFA or equivalent). 

 At least 5 years’ post qualification experience of financial accounting within a relevant 

statutory reporting framework (i.e. to meet year-end external audit requirements). 

 Proven experience in management accounting – generating and analysing periodic financial 

information for decision-making, scenario planning, forecasting and budgeting. 

 Ability to critically appraise financial systems, processes and controls, developing and 

introducing changes where necessary in order to increase resilience, effectiveness and 

efficiency. 

 The ability to demonstrate a sound technical understanding of the fundamental direct tax and 

VAT accounting principles applicable to charity trading and ideally in the arts sector. 

 A working knowledge of variable pay element payroll systems and HMRC reporting 

requirements. 

 Line management and team leadership experience – gained in a relevant business or 

professional practice environment. 

 

Essential Skills 

 Strong IT skills including Excel at an advanced level, Word, PowerPoint and experience of using 

computerised accounting packages for small to medium-sized entity financial reporting (e.g. 

Xero, Sage 50, BrightPay etc). 

 Ability to contribute strategically as a Senior Manager to the overall strategic direction of the 

organisation. 



 

 

Essential Skills (continued) 

 Excellent verbal, written, communication and interpersonal skills, and a good team player. 

Possessing the ability to work across departments to support and develop approaches to 

financials organisation-wide. 

 Exemplary accuracy and attention to detail. 

 Efficient time management, administrative and organisational skills. 

 Ability to use own initiative and be self-motivated. 

 Keen and active interest in the arts in general and the work of Horsecross specifically. 

 

Desirable Skills & Experience 

 Practical knowledge of charity reporting regulations, relevant accounting practice (i.e. the 

‘Charity SORP’) and charity tax matters – experience of working in a VAT partial exemption 

environment would be advantageous. 

 Experience of HR policies and practices. 

 Knowledge and/or experience of Theatre Tax Credit claims. 

 Knowledge of, or an interest in, the current funding and financial environment for the 

performing arts in Scotland. 

 Practical knowledge of the YesPlan database system. 

 

Head of Finance and Administration – Terms & Conditions 

 

Salary 

 Negotiable depending on experience. 

 Paid monthly in Arrears 

 

Hours of Work 

 Full Time – 37.5 hours per week with Time Off In Lieu (TOIL) incurred under Senior 

Management Toil Policy, and no more than 48 hours to be worked per week. 

 Normal office hours are between 9am and 5:30pm, Monday to Friday. Some occasional 

weekend work may be required 

 Flexible working may be considered but a minimum expectation to undertake the role is 4 full 

days per week. 

 

Holidays 

 Holiday entitlement is 4 weeks plus 10 days Public Holidays. 

 Your holiday entitlement rises to 4 weeks and 2 days after 3 years of service and rises again 

to 5 weeks after 5 years of service. 

 

  



 

 

Pension 

 Under Pension Auto Enrolment Regulations, you will be automatically admitted to the Tayside 

Pension Fund (Local Government Pension Scheme). Employees currently contribute between 

5.5% and 11.2% of their pensionable pay to the scheme, depending on salary. If following auto 

enrolment to the scheme, you wish to opt out; you will be required to contact the Tayside 

Pension Fund team directly. 

 You also have an alternative pension option available to you – The National Employment 

Savings Trust (NEST). Further details are available from Finance or Human Resources. 

 

Staff Benefits 

 Complimentary and discounted tickets for selected Horsecross Arts’ concerts and events. 

 Reduced rate on local authority gym and leisure memberships. 

 Discount on meals from Glassrooms Café and Perth Theatre Café. 

 

Eligibility to Work in the UK 

 All UK employers are required to check the eligibility to work of employees prior to 

appointment. Any job offer will be made subject to production of the requisite proof of 

ability to work – e.g. passport, other permitted ID and NI card, visa/work permit. 

 Please note due to the UK’s departure from the EU, these rules are subject to change at the 

end of 2020. Any EU citizen should seek specific advice around Settled Status in advance of 

this deadline. 

 

Head of Finance and Administration – To Apply 

 

Please send a full CV and cover letter, stating how your skills and experience fits the job specification 

and what you would bring to the organisation to our retained consultant Martin Crines at Jenson 

Fisher Consulting. 

 

Email: martin.crines@jensonfisher.com 

Telephone: 01382 787090 

 

mailto:martin.crines@jensonfisher.com

