	REACHOUT WITH ARTS IN MIND




	JOB DESCRIPTION



	OPERATIONS & FINANCE MANAGER
Updated 09.04.25



	
Grade:   Senior Manager

	
Hours:   3 days / 22.5 hours per week 
	



	Location:      Reachout With Arts In Mind, Unit 27 & 28, Lime Tree House Alloa FK10 1EX



	Report to:     Executive Artistic Director / Chair

	Accountable To:    Board of Directors



	
Principal Objectives

· Support all operational, financial and strategic aspects of the organisation

· Ensure all statutory, administrative and governance tasks are carried out efficiently

· Maintain and develop operational systems to support the organisation

· Provide support for HR processes and compliance with legislation

· Ensure all financial transactions, reporting, and controls are accurately handled

· Support financial planning, budgeting and forecasting of the organisation

· Support all income generation and reporting, such as funding applications and monitoring reports



	Main Duties and Responsibilities 

Company Controls and Operations
   
· Update and submit legal and financial documentation to governing bodies, including Companies House and OSCR
· Ensure legislative compliance and policy review eg. health & safety, fire regulations and employment law
· Management of staff, volunteer and director records including onboarding/offboarding, PVG and training records
· Collaborate with Senior Facilitator & Engagement Manager on studio monitoring requirements eg membership and volunteer attendance
· Coordinate annual insurance renewals and other regulatory assessments eg. GDPR, records management etc.

Financial Controls 

· Provide overall control of the company’s accounting system on Sage, including recording all financial transactions and inputting invoices
· Prepare financial targets and budgets in accordance with the strategy determined by the board
· Prepare annual accounts in partnership with the external accountants.
· Review and maintain reserves projects and policies in line with Board approval
· Prepare financial monitoring reports for funding obligations and project budgets
· Responsibility for handling of petty cash and membership fees
· Liaise with third party on outsourcing of payroll processes

Strategic Planning
· Assist the Executive Artistic Director with risk mitigation and strategic planning
· Research new funding streams and assist with income generation through paid partnerships 
· Organise Board of Director meetings, AGM and other relevant sessions

Management & Board Support

· Provide ongoing support to the Executive Artistic Director and Directors on issues and strategy in terms of governance, operations and finance
· Provide administrative responsibility at Board of Directors meetings, AGM and other relevant meetings including distribution of relevant documentation and preparation of financial summaries
                                                             


Systems and Processing 

· Oversee archiving, records management and document disposal in line with GDPR policy
· Ensure regulatory assessments are in place and all policies and insurance certificates are visible or easily accessible
· Maintenance of Fixed Asset Register and stock inventories
· Collaborate with third party IT support for maintenance and issue resolution


Compliance

· Ensure Sage and other financial processes are fit for purpose
· Collaborate with external consultants on regulatory compliance and accreditation eg. IASME Cyber Essentials
· Maintenance of accurate financial records for inclusion in monitoring reports

New Project Financial Management

· Prepare quotes, agree financial spend and identify project risks
· Set up financial monitoring and controls for new projects
· Monitor purchases, ensuring expenditure aligns with budget
· Provide regular financial updates to the Executive Artistic Director and the Board



PLEASE NOTE: 
The above list of duties is not exhaustive and a range of additional tasks or ad hoc projects may be undertaken from time to time. Some financial responsibilities eg. Payroll, may be outsourced to a third party.





