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Finance Assistant (Trainee)
Job Description

ROLE
Position:			Finance Assistant
Reports to:			Finance Director
Location:	16 Clerkenwell Green, London EC1R 0QT
	With the option to work 2 days per week from home
Contract:			Permanent, full time
Training:			Level 7 financial management apprenticeship with CIMA qualification
Hours:				9.30am – 5.30pm (Monday to Friday)
Starting Salary:	£21,000 to £22,500 per annum 

APPLICATION AND INTERVIEW DATES

Application deadline		25th August 2022 at 23:59
Interviews			Thursday 1 September or Friday 2 September 2022	
Format of application	Please email recruitment@rpo.co.uk  attaching a CV. Please put Finance Assistant in the Subject line. Address your email to Ann Firth, Finance Director
Application information	Please see our Guide for applicants and our website www.rpo.co.uk


PURPOSE OF THE ROLE

The RPO’s finance department manages the finances for the Royal Philharmonic Orchestra Limited, its subsidiary RPO Promotions and two associated charities, the RPO Trust and the American Friends of the RPO. Together these operations generate income and expenditure of around £12 million each year. 

The Finance Assistant (Trainee) position offers a three year apprenticeship in all aspects of financial accounting and financial management, leading in step changes over the period of the apprenticeship, to a Finance Officer/Controller level role and a CIMA qualification. Fully qualified, the role will be able to fulfill complex and business critical management and financial accounting functions for a group of organisations and provision of strategic financial advice. 

Previous knowledge of financial accounting is not essential: alongside the fully funded CIMA qualification, there will be on-the-job support from the existing three members of the team (the Finance Director and two Finance Officers).


JOB OUTLINE

To progress consistently in the CIMA / Financial apprenticeship qualification

Specifically in the first six months:
· Complete the training and coursework for the first four CIMA papers in Business Economics, Management Accounts, Financial Accounts and Ethics, Governance & Law
· Be assessed as ready to sit the End point assessment in these subjects
· Sit or have scheduled sittings in the first four CIMA papers

To maintain supplier accounts accurately and on a timely basis so that expenses are accurate and obligations are met:

· Ensure all new suppliers are bona fide and new accounts created on the purchase ledger system with valid bank account and VAT account details 
· Process supplier invoices on a timely basis through the online invoice approval system, including assigning correct supplier, project and expense type codes and allocating the invoice to the appropriate approver
· Process staff expense and credit card expense reports, including foreign currency expenses
· Apply correct VAT coding to purchases to ensure correct classification of inputs and input tax
· Post batches of approved invoices using the batch posting system, so that supplier, expense and project accounts are kept up to date  
· Run the creditors ledger report prior to each payment run and categorise the balances for sterling and currency payments. Prepare and execute payment runs for Sterling, Euro, US Dollar and other adhoc currency payments as scheduled on the finance timetable
· Produce remittance advices for supplier payments to update supplier accounts for payments and for sending electronically to suppliers and staff and for inclusion in the payment approvers review folder 
· Support the Finance Officer in reviewing the purchase ledger (aged creditors report) on a weekly basis for debit balances, overdue balances and other anomalies and take actions as required
· Maintain electronic supporting documents and records for expenses and payments which are up to date and provide a sound audit trail 
· Ensure invoices are received, approved and processed for direct debits
· Support the Finance Officer in reconciling supplier statements when received and take actions as required, including tracing missing invoices

To maintain project cost accounts, supporting project managers in monitoring expenditure against budget

· Set up reports to compare spend to date against budget for projects completed in the month
· Identify causes of over and under-expenditure and advise project managers
· Notify project managers of performer and supplier invoices outstanding for follow up
· Set up codes for new projects in the cost ledger
· Publish project coding list when new codes are added for staff to refer to for expense coding and sales invoicing
· Assist the Finance Director with updating the project budgets in the rolling forecast

To assist with customer sales invoicing
· Assist the Finance Officer with setting up customer accounts and sales invoicing 
· Check invoicing details to contracts
· Check VAT status of customers


To maintain the Fixed Assets Accounting records
· Maintain the fixed assets ledger, recording additions and disposal details
· Calculate monthly depreciation and record in the accounting system
· Reconcile the accounting system fixed assets and depreciation balances to the figures in the fixed assets ledger on a monthly basis
· Undertake an annual asset count at the RPO’s warehouse and office
· Provide up to date fixed asset listings for insurance purposes


To act as Accountant for the RPO Trust
· Maintain the accounts for the RPO Trust including raising quarterly rent invoices, accounting for bank transactions,  post bank items for the RPO Trust to the general ledger and reconcile the ledger to the bank statements when received
· Administration of RPO Trust bank accounts and deposit

Other Duties
· Support annual audits and grant audits when required, providing material to auditors and answering queries promptly
· Assist with implementation of new IT systems, including in 2022, the finance elements of a new box office system and an accounting system upgrade 
· Respond to general enquiries including answering telephones in the absence of other finance team members.
· Contribute to the overall development of the RPO Finance department
· Participate in all staff team activities and training

	
PERSON SPECIFICATION

· Commitment to working in finance
· Commitment to achieving a financial qualification in three years, including willingness to allocate personal time to studying
· Interest in music and performance 
· A 2.2 degree or above (applicants without a degree, but good A levels will be considered, but will need to commence a Level 4, rather than a Level 7 qualification / apprenticeship)
· English and Maths GCSE (Grades A-C or Level 4-9)
· Evidence of a high degree of self-motivation and the ability to work effectively and solve problems 
· Ability to check own work for accuracy
· Good written and communication skills 
· Strong attention to detail
· Strong Microsoft Office skills and the ability to learn and adapt to new software
· Ability to maintain confidentiality
· Polite telephone manner and attentive behaviour, suited to working in a professional office
· Good team skills and flexibility to support other team members to get work done
· Prior work experience is desirable


ADDITIONAL BENEFITS 
· 20 days annual leave per annum, increasing to 25 days after 2 years of employment
· Bank holidays and entitlement to leave during the Company’s annual (Christmas) shut down. 
· The post holder will be auto-enrolled in the RPO’s defined contribution pension scheme after a 3- month deferral period. Under existing legislation, there is an entitlement to opt out of the scheme. The RPO matches employee’s contributions up to a maximum of 6% of salary
· Interest-free loan for an annual travel season ticket after a 6-month probationary period has been successfully completed 
· 20% of paid time allocated to Apprenticeship training
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