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Finance Manager
Job Description
Aim 
The Finance Manager plays a key role in supporting Riding Lights Theatre Company’s artistic and organisational ambitions by ensuring strong, effective financial management. Working closely with the Executive Director and external accountants, the postholder will oversee financial systems, reporting, and compliance, providing clear financial insight to support decision-making, sustainability, and growth. The role includes responsibility for quarterly management accounts, statutory returns, year-end processes, and Theatre Tax Relief claims, ensuring the company meets its financial and regulatory obligations.
 
Organisation
Reports to:		Executive Director
Direct Reports: 	None 	

Key Responsibilities

· Oversee the company’s financial operations, ensuring accurate and timely recording of all transactions within Xero.
· Manage and process monthly and weekly payroll, ensuring compliance with HMRC requirements.
· Ensure all company expenditure is authorised and paid in line with agreed schedules and cash flow requirements.
· Maintain robust financial records, ensuring all transactions are supported by appropriate documentation on Xero.
· Reconcile all income and expenditure on Xero in a timely and accurate manner.
· Prepare and present quarterly management accounts to support strategic decision-making.
· Compile and submit VAT returns within statutory deadlines.
· Work closely with the Executive Director and external accountants to ensure the accurate preparation of year-end accounts.
· Support the preparation and submission of Theatre Tax Relief claims in collaboration with relevant stakeholders.
· Provide financial insight, reporting, and guidance to support the organisation’s sustainability and growth.

General Duties

· Create and maintain key relationships with external stakeholders 
· Work collaboratively with all departments 

Person Specification
Essential
· Relevant finance experience, including preparation of management accounts.
· Strong working knowledge of accounting systems (ideally Xero) and Excel.
· Experience of payroll, VAT returns, and financial controls.
· High level of accuracy and attention to detail.
· Ability to work independently and manage priorities within limited time.
· Confident communicator, able to present financial information clearly to non-finance colleagues.
Desirable
· Experience in the arts, cultural, or charity sector.
· Knowledge of Theatre Tax Relief or similar schemes.
· Experience of project-based budgeting and year-end processes.









These key responsibilities are not exhaustive and other duties may be allocated as appropriate to the role.
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