Job Profile

Finance Officer - An Lanntair Trading - Fulltime - £18,000+ depending on experience
Job Purpose: To be responsible for financial data input, payroll, stock control and debtor and creditor administration for An Lanntair Trading Ltd, as well as
provide support to the financial department of An Lanntair.

Key Outputs and Accountabilities
To manage the An Lanntair Trading subsidiary account.

To undertake cash reconciliation of all retail activities and preparation of monies for presentation to
the bank including monitoring and upkeep of cash floats in safe.

To process creditor and debtor administration in line with established procedures and financial
regulations.

To be responsible for payroll preparation and payroll queries from staff.

To maintain the financial archive.

To maintain accurate records of retail stock.

To be responsible for proper administration of Petty Cash.

To undertake the banking for both the trading company and An Lanntair.

To undertake filing as required.

To be responsible for with queries from creditors and debtors.

To support An Lanntair's Head of Operations with the annual budgeting process for the trading
company, and review the monthly management reports (actuals and rolling forecasts) for income
and expenditure, risks and opportunities, capital and cash flow.

To support the Head of Operations to develop and maintain appropriate financial policies for the
trading company, processes and controls to ensure that all relevant legislative, regulatory and
accounting requirements are met and all statutory and regulatory financial returns are completed in

an accurate, professional and timely manner.

To undertake other reasonable duties as directed by your line manager, the Head of Operations.

Person Specification
Essential
A track record of sound financial management.

Experience of payroll and other financial data
processing.

Experience of working with Sage financial software, and
accounting packages.

Previous experience in cash handling.

Good communication skills.

Good team working skills.

Excellent IT skills.

Attention to detail and high levels of accuracy.

Ability to juggle multiple priorities and word to deadlines,
coupled to an ability to work under own initiative.

Desirable
A recognised professional financial qualification.
Experience of financial systems in an arts organisation.

Gaelic, written and spoken

Reports to:
Direct reports:

Head of Operations
None




