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Job Description
Job Title:

Accounts Administrator
Reporting to:

Management Accountant (Trading)
Terms:

Permanent, full time (35 hours per week). Office (Snape) based.
Britten Pears Arts 

Britten Pears Arts is a pioneering music, arts and heritage charity based on the Suffolk coast at two popular, historic visitor destinations: Snape Maltings and The Red House. It emerged from the creative partnership between the composer Benjamin Britten and his professional and personal partner, singer Peter Pears. In 2020, the two charities which formed the legacy of Britten and Pears’ life and work, Snape Maltings (formerly Aldeburgh Music) and Britten-Pears Foundation, merged to become Britten Pears Arts. Britten and Pears shared a progressive vision for music and the arts to be useful, transforming lives, and bringing people and communities together. Our founders’ vision inspires all our activities: from work with our local communities to our national leadership roles in the fields of programming, talent development and music for health & wellbeing.  Britten Pears Arts has a trading subsidiary, Snape Maltings Trading Ltd (SMTL) running primarily retail and catering activity. All profits of this subsidiary go towards funding Britten Pears Arts.

Overall Job Purpose:

Provide an efficient service to the organisation – providing information to help others make decisions, produce reports etc, and ensuring that it is always provided in a timely fashion.  Primarily this means that financial data is entered into systems accurately and efficiently at all times. This role reports to the Management Accountant (Trading) and supports that role. More widely, support needs to be provided to other members of the finance team as required to ensure that financial processes are properly followed.  The role-holder must have a good understanding of their purpose and make a positive contribution to the team and overall organisation. 
Key responsibilities:

Purchase

· Set up new suppliers and keep existing account details up to date.
· Code invoices, matching stock invoices to goods receipt notes and ensured non stock invoices have the required authorisation to be processed on time.

· Accurate entry of all purchasing information on to our financial systems. 

· Ensure that payment runs are properly prepared, and remittances are sent, with invoices due being settled on time. 
· Ensure ledger accounts are reconciled and accurate. Check and reconcile supplier statements to invoices/balances on supplier accounts.
· Process staff expenses.
Credit Control

· Issuing and checking sales receipts and invoices.
· Follow up outstanding debts, in line with company requirements, to ensure that they are settled as quickly as possible.
Cash and banking

· Monitoring bank accounts to check for unusual movements and to ensure accuracy.
· Posting bank transactions and matching payments & receipts. 
· Prepare monthly bank reconciliations in a timely fashion.
Other

· Provide support to the Management Accountant (Trading) as required

· Be the first point of contact for relevant enquiries, investigate and resolve queries in a professional manner

· Posting journals, inputting retail & catering sales and reconciling info between systems.

· Produce routine and ad-hoc financial reports.
· Assist in the implementation of new software and process improvements.
· Ensure information is accurately passed between different systems used by the Charity/Trading businesses.

· Assist with the preparation of management accounts – ensure that accurate information is provided on time and assist with any queries, analysis as required.
· Undertake general administrative duties, eg: filing, opening/distributing post, taking calls, booking meeting rooms, banking, archiving.
· Covering the daily take process when the Accounts Assistant is on leave.
.
Key Performance Measures:

· Accuracy

· Deadlines achieved
· Compliance with accounting procedures

· Effective collaboration with own team and other staff and managers
The job holder may also, from time to time, be asked to undertake other tasks and responsibilities which are not listed in this job description, but which are commensurate with the post.
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PERSON SPECIFICATION – Accounts Administrator
	CRITERION


	ESSENTIAL
	DESIRABLE

	Experience


	· Gained in a similar role

· Processing invoices and producing accounting information.
· Credit control


	· Experience of accounts structures
· Reconciliations

· Assisting with budgets

	Skills/Knowledge
	· Knowledge of charts of account structures
· Confident user of IT systems

· Competent user of Excel 

· Can process large volumes of data within strict deadlines and without compromising accuracy.

· Clear, articulate communication skills, verbally and in writing.


	· Studying AAT, CIMA, ACCA

· Experienced user of Sage accounting systems
· Experience of virtual purchase ledger systems, especially PaperLess



	Ability/aptitude


	· Has excellent attention to detail
· Can use initiative appropriately

· Works well as part of a small team.
· Builds and develops effective working relationships.
· Understands that finance provides a service to the rest of the organisation and has a strong “customer service” approach.
· Proactive – looks at ways to improve processes to achieve better efficiency/accuracy etc – makes a positive contribution to the overall success of the team.


	· Has the aptitude to develop and undertake more responsibilities.

	Additional requirements

	· Willing to contribute to the whole team which may include occasional out-of-hours.
· The role is primarily office-based and candidates must be able to travel to our offices, there may also be an occasional need to travel to The Red House at Aldeburgh.

· Be available to attend meetings/training sessions
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