
 
 
 

JOB DESCRIPTION 
DIRECTOR OF FINANCE 

 
 
The Shakespeare North Playhouse is a unique new arts venue, opening in the 
summer of 2022. It will present a vibrant contemporary cultural and learning 
programme featuring home co-produced and visiting performances, as well as 
comedy, music, community work, hire and events and a range of education and 
training activities. 
 
The Shakespeare North Trust (SNT) is the operator of the new Shakespeare North 
Playhouse in Prescot, Knowsley. 
 
We are now seeking a Finance Director as a key member of its Senior Management 
Team (SMT). 
 
Overall purpose of the role 
 
This role is central to SNT’s financial affairs, as well as those of its trading subsidiary 
provisionally titled Shakespeare North Enterprises.  The Finance Director will be 
responsible for the overall financial management of the Theatre, ensuring that it 
fulfils its charitable objectives and corporate governance requirements. 
 
This is a demanding post requiring attention to detail, the ability to take an overview 
and to make progress with several tasks in parallel, while working under pressure. It 
is also an exceptional opportunity to work in a small and friendly environment at a 
busy and challenging time. The ideal candidate will have some understanding of the 
theatre sector, local business environment and an interest in the work of what will 
become a very high-profile Theatre. 
 
Place of Work 
 
It is expected that this will be a hybrid working role, working between the Theatre 
and from home.  
 
Reporting relationships 
 
The jobholder will report directly to the CEO of Shakespeare North Trust.  There will 
be line management responsibility for a Finance Assistant.   
 
Salary and Hours of Work 
 
The hours of work will be 20 per week on a flexible basis depending on the needs of 
the business.   



 
 
 
Salary will be circa £45,000 per annum (pro-rated for part-time), depending on skills 
and experience.  
 
Key responsibilities: 
 

• Manage the financial affairs of the Theatre and support the CEO, giving 
expert advice on all financial and budgetary matters.    
  

• Ensure that the Trustees and Managers are supplied with timely, accurate 
and relevant financial information. This includes business plans, budgets for 
the Theatre, trading subsidiary, individual departments and capital and 
revenue projects as necessary, as well as quarterly management accounts, 
cash flow and forecast, with additional analyses and reports as necessary. 
        

• Act as a Company Director to the trading subsidiary, and to provide the Board 
of Directors with relevant financial and management accounting information 
as required. 

 
• Act as Company Secretary to the Shakespeare North Trust, the independent 

charity operating the Theatre.  This also involves supporting the Trust’s Board 
of Trustees, production of reports and financial information as required and 
production of the Trust’s 2021 Annual Report & Accounts. 
 

• Ensure compliance with all current and future legislation and guidance for 
charities on financial practice in the sector. 
 

• Oversee the final stages of the audit of consolidated accounts and ensure the 
final audited Annual Report & Accounts are ready for approval by the 
Trustees in good time each year.  This includes working closely with the 
Management Team and annually appointed, independent auditors.   

 
• Oversee the payroll and pensions functions and to cost and co-ordinate any 

pay review and provide information and advice to the Remuneration 
Committee. 
 

• Provide any financial returns and reporting required by the Theatre’s funders. 
 

• Maintain and review financial and internal control systems, mindful of the 
requirements of the Finance Committee and independent auditors. This will 
include updating the financial elements of the Risk Register. 
 

• Contribute to the development of Anti Fraud and Corruption, Whistleblowing, 
Procurement and Contract Management policies. 

 



 
 

• Provide papers in a timely manner for, and attend meetings of, the Trustees 
and their Finance, Audit and Risk Committee and review draft minutes of the 
Committee meetings, prior to submission for approval.  

 
• Participate in Theatre events from time to time. These may include events 

such Patrons’ / fundraising events and previews which usually take place 
weekday evenings at the Theatre.       
  

• Contribute to the organisation’s Diversity and Inclusion Policy and plans to 
ensure the organisation has relevant and demonstrable  impacts across the 
community, particularly with those from underrepresented groups.     

 
  
Skills and Experience 
 

• A qualified accountant (CCAB or CIMA) educated to degree level with 
evidence of progressive career development and a number of years’ 
experience, ideally within the charity/not-for-profit sector.  Knowledge of 
government accounting. 

 
• An understanding of compiling charity SORP and company accounts as well 

as company secretarial duties. 
 

• A broad understanding of VAT requirements (including partial exemption 
methods) and other taxation issues such as the operation of Gift Aid in the 
charity sector and corporation tax within trading subsidiaries. 

 
• Experience in forward planning, policy formulation and implementation, staff 

management and control of budgets. 
 

• Experience of the tender process. 
 

• Procurement experience.   
 

• Excellent communication skills with a willingness to take a hands-on approach 
and an ability to make decisions. The Theatre has only a small staff covering 
a multitude of disciplines working closely together in a cooperative 
environment. 
 

• Excellent IT skills, including advanced Excel, and a working knowledge of 
accounting systems, preferably with direct experience of Sage. 
 

• An interest in the theatre sector. 
 



 
 
 
 
 
This job description is intended as a guide to the duties that the job holder is 
expected to do.  These duties may change from time to time to adhere to the needs 
of the business.   
 
This job description is not contractual.    

  
 
  


