
 

 

 

Finance Executive information pack 

Hours: Part-time, 2.5 days/week. This is a permanent role. 

There is flexibility around the days and timing and currently the thrive team is working from 

home due to Covid-19 restrictions. It is expected that post Covid restrictions this role will be 

delivered in the thrive office for at least 1.5 days per week. 

Reporting to: CEO 

Salary: £25,000-£28,000 pro rata, dependent on experience 
 

Overview 

We are Thrive Audience Development and we’ve been around since 2004 supporting arts, 

heritage and cultural organisations across Northern Ireland to build relationships:  

Relationships with their audiences, visitors, participants and the public.   

We are a team of six based in the Crescent arts Centre in Belfast (great coffee and a vibrant 

cultural hub) and working across NI in our eclectic cultural sector. We work hard, but also 

enjoy making a contribution to the cultural life of Northern Ireland through our work with 

arts, heritage and cultural organisations of all sizes. No two days in thrive are the same and 

that diversity of what we do and who we do it with makes for an energetic and stimulating 

workplace. We believe in the fact that a great team is more than the sum of its parts. So in 

this finance role you will have the chance to get a full picture of what we all do and how we 

make a difference to the organisations and individuals we work with. 

The pace is fast-moving but supportive. Our Board works with our CEO to deliver the 

strategic purpose for thrive and they recognise that enabling each member of the thrive 

team to achieve their full potential is the way to deliver on that purpose. We invest in our 

team individually and collectively through a range of opportunities to help you grow your 

skills and knowledge. 

We are a not-for-profit organisation but that doesn’t mean we aren’t interested in money.  

Being sustainable and having the investment to operate in the short, medium and long term 

is very important for thrive. Your role will help us ensure that we remain sustainable and 

can maximise the opportunities for grant funding, earned income and other investment that 

contributes to our daily operations and our long-term strategic priorities.  

Thrive gets its income from a range of sources including public funding and earned income 

through project delivery. We need to ensure that we are operating efficiently and effectively 



 

 

and that we are maximising our internal resource. You will help us make the most of those 

resources so we can deliver effectively and make a real difference to the sector we support. 

We have clear financial procedures and processes and use financial information across the 

year to inform our operational plan and strategic direction. 

We offer flexible working, a company pension scheme, 25 days of annual leave and 11 

statutory days. Plus you get an extra day of annual leave for every year you work in thrive 

and a day off each year to celebrate your birthday. 

The role of Finance Executive is a new one that brings our financial needs together in one 

job. The right person will have a great opportunity to make this role their own and grow 

their skills and experience.   

This role is for you if: 

• You have great organisational skills and attention to detail 

• You can meet a range of financial information needs 

• You can understand how financial information can help drive an organisation 

forward 

• You enjoy being part of a small and busy team 

• You can help team and Board members interpret financial data by giving the story 

behind the figures. 

Your line manager will be the CEO but you will support other team members and the Board 

as appropriate, in providing financial information for projects.  

 

Find out more about thrive 

 

 

 

 

 

 

 

 

 

 

 

@we_will_thrive 

@wewillthrive 

@we_will_thrive 

wewillthrive.co.uk 

https://twitter.com/we_will_thrive
https://www.facebook.com/wewillthrive
https://instagram.com/we_will_thrive
https://wewillthrive.co.uk/


 

 

Job description 

The specific duties involved are given below, however, as a new role within our 

organisation, it may evolve in time. 

 

Operational finance 

Carry out the day-to-day financial transactions such as invoicing, payments, banking and 
administer all payroll functions and VAT processes effectively and efficiently including: 

• Manage and maintain accurate and timely procedures for performing checks on 

invoices, the accurate input of transactions to the computerised accounting package 

(Xero) and preparation of payment to suppliers by BACS, cheque, direct debit and 

credit card. 

• Preparation and submission of quarterly VAT returns. 

• Preparation and submission of payroll returns including pension and HMRC. 

• Ensure that financial procedures are kept up-to-date and are adhered to for tracking, 

invoicing and receiving payments.  

• Adhere to the internal controls relevant to the finance function and carry out month 

end control procedures including reconciliation of debtors, creditors, bank and 

nominal ledgers. 

• Compile and complete information requirements for grant returns and applications. 

 

Financial management and reporting 

Support the CEO in managing the financial development of the organisations including: 

• Working with the CEO in the preparation of the annual budget. 
• Producing timely and accurate quarterly management accounts with budget 

comparisons according to agreed timetables for the CEO, Finance and Risk 
Committee and Board. 

• Compile budgets, cashflow forecasts and financial reports on monthly and ad hoc 
basis for the CEO.  

• Contribute to the preparation of statutory annual reports.  
• Provide ad hoc financial information and analyses as required.  
• Preparation of year-end reconciliations and analyses as required for audit purposes.  

• Work with CEO and auditors to deliver the annual audit 

 

Other requirements 

• Assist team members in the administration of procurement procedures to ensure 
best value and adherence to any specific funding requirements.  

• Contribute to the effective management of change and innovation in the 
organisation  

 
 



 

 

Person specification 

This section outlines the experience, knowledge, skills and attributes we require for this 

role. We will use these criteria to shortlist applicants for interview. We appreciate not all 

applicants may fulfil the desirable criteria and we will take this into account at the 

shortlisting stage. 

 

Essential criteria 

Qualifications 

• Part-qualified or undertaking accountant qualifications – CIMA, ACA or ACCA  
• If you are not part-qualified or undertaking accountant qualifications but have 

experience in the job requirements, then please show a minimum of 5 years’ 
experience in the areas outlined below. 

 

Experience & knowledge 

A minimum of 3 years’ work experience within a busy private, public or not-for-profit 
organisation OR a minimum of 5 year’s work experience if you are not a part-qualified 
accountant including the following areas: 
 

• Experience in the use of computerised accounting packages  
• Running finance systems and processes to maximise efficiency and deliver highly 

accurate management information  
• Proven experience of dealing with financial queries and issues internally, and to 

auditors 
• Delivering regular and business-focused management reporting, responding to the 

needs of staff and Board 
• Working knowledge of financial reporting regulations and relevant legislation  

 

Skills and behaviours 

• Ability to work on own initiative  
• Willingness to act flexibly and collaboratively  
• Excellent numerical and analytical skills with a high degree of quality and accuracy  
• Excellent planning and organisational skills  
• Excellent interpersonal and communication skills  
• Solutions focused 

 
 

Desirable criteria 

• Experience of Xero Accounts package 
• Experience of Xero or other computerised payroll package 
• Knowledge of Charities SORPS 


