FREELANCE FINANCE
MANAGER
RECRUITMENT PACK
Contract type: 4 days per month
Deadline for Applications: Noon Monday 25th July 2022
Interviews: Thursday 28th July 2022
We welcome responses to this opportunity from both individuals and
organisations.

Thank you for your interest in this opportunity to work with us at Burnley
Youth Theatre. We are delighted that you are keen to know more. Within
this pack you will find more information about Burnley Youth Theatre, the
duties and expectations of our freelance Finance Manager and the process
you need to complete if you are interested in working with us. We welcome
responses to this opportunity from both individuals and organisations.

WELCOME

HELLO!

Through this contract we are looking for someone who has experience of
delivering the wide spectrum of financial responsibilities for a small but
passionate organisation. You will need to work quickly and accurately to
produce timely management accounts, support Budget Holders in effective
budget management, process bank payments, payroll and bank
reconciliations along with other less regular tasks.
If you are passionate about how effective financial management can
influence decision making and build sustainable organisations that impact
communities we want to hear from you!
Through this opportunity we are keen to hear from applicants who have a
lived experience of being marginalised and we value experiences that can
help us remove barriers to engagement within our organisation. We will
provide a warm welcome to you and support you to carry out the duties of
this contract with a full induction programme. No two days are the same at
Burnley Youth Theatre, it is a dynamic and exciting place to be.
The team and I are all looking forward to hearing from you.
Lindsey West (she/her)
Interim CEO
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We are a purpose built youth theatre set within beautiful
woodland. We produce and programme pioneering work
with, by and for children, young people and their families.
Enriching the lives of individuals and our community.

ABOUT US

WHO WE ARE

Burnley Youth Theatre was established in 1973. Over the past 49 years,
the organisation has grown from a small local voluntary organisation to a
nationally well-respected charity and we continue to go from strength to
strength.
We operate from two purpose-built venues, our main Burnley Youth
Theatre venue (built in 2005) and the Moira Preston building (built in
2014). Our facilities include a 158-seat theatre, 3 studio spaces and 2
outdoor performance spaces.
We are a part of the Arts Council England National Portfolio and receive
regular funding from them alongside support from funders such as; The
National Lottery Heritage Fund; Burnley Borough Council; The Eric and
Margaret Charitable Kinder Trust; The Henry Smith Charity and Garfield
Weston. We are fortunate to have these regular sources of funding
alongside the regular donations that we receive from our participants,
their families and our local community.

“Thank you to all the workshop leaders and
staff at Burnley Youth Theatre. My child
wouldn’t be the person they are today
without your support and understanding

“

Parent of Youth Theatre Participant
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We are passionate about the arts and working with
children and young people and our vision, mission and
values underpin all of the work that we do.

ABOUT US

VISION, MISSION
& VALUES
Our Vision is that all children and young people will access high quality
arts and culture.
Our Mission is to creatively inspire and challenge young people to take
their next steps.
Our Values are contained within the following value statements:
We provide multiple opportunities and points of access for children
and young people to high quality arts and cultural activity through
participation, through education, as young artists and as audience
members for professional theatre.
We open up possibilities for young people and families across the
performing and other arts, and act as a gateway to the wider cultural
sector.
We enable children and young people to become independent creative
thinkers who will show us where we need to go next.
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We deliver our work across five strands of activity. You will
have opportunities to engage with all areas of this work while
fulfilling the duties of this contract.

OUR WORK

OUR CORE
PROGRAMME
Inclusive Youth Theatre
We deliver youth theatre activities for ages 0 – 18 (up to 25 for young
people with learning difficulties or disabilities). This includes over
20 weekly youth theatre sessions and 6 youth theatre productions
each year. As well as drama-based workshops we deliver specialist
weekly sessions such as Connect (for young people with disabilities),
Theatre for Change (a session for social and political change) and
After The Rain (a session which advances the agenda of LGBTQ+ young
people). We also deliver the Arts Award and have a Youth Board who
represent the children and young people who are involved with the
organisation.
Creative Education
We deliver a creative education offer in local primary, secondary and
special schools. This can range from a one-off workshop based on a
specific topic to a full term of weekly sessions which complement and
support the national curriculum. We support schools to deliver the Arts
Award and to achieve Arts Mark status.
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Outreach

OUR WORK

OUR CORE
PROGRAMME
We deliver issue-based work with children, young people and families in
community settings through our outreach programme. This is often
project based and engages communities through film, drama, dance, art
or music. We work in partnership with key agencies to deliver this work;
previous partners include the police, sexual health team, health service
and young carers. Past work has focused on issues such as knife crime,
sexual health, extremism, forced marriage and alcohol misuse.
Professional Theatre
Our venue is a receiving house for professional touring theatre with a
focus on theatre for children, young people and families.
The Professional Theatre programme has seen established theatre
companies such as Little Angel, Shakespeare’s Globe and The Royal
Exchange bring work to our space and has established us as a family
friendly venue offering a diverse programme of work.
Talent Development
We offer a variety of training opportunities for emerging artists and
practitioners. This ranges from volunteer placements to paid traineeships.
We are passionate about enabling young people aged 16 - 25 to begin
and develop a career in the arts with a range of opportunities available.
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OUR COMMITMENT

EQUALITY,
DIVERSITY &
INCLUSION
Equality, diversity and inclusion principles are at the core of
Burnley Youth Theatre and our work. We are committed to
creating a culture in which equality, diversity and inclusion is
celebrated and that people from all backgrounds are celebrated
and welcomed into the organisation as participants, volunteers,
freelancers and staff members.
We have an equality, diversity and inclusion policy and action plan which
is regularly reviewed and updated by the board of trustees to monitor our
progress on making Burnley Youth Theatre accessible for all.
Through this opportunity we actively welcome applicants who have a
lived experience of being marginalised. We are committed to inclusive
working practices and understand that there are many barriers that
people face when considering an opportunity like this.
If you are interested in this opportunity but feel there are things that may
prevent you from getting involved, please get in touch. However you
define access, whether that be disability, white spaces, money, access to
the internet, childcare, institutional transphobia or other forms of exclusion
please let us know how we can support you in making your application
and throughout the recruitment process.
If you are offered this contract we will carry out a full induction
programme to support embedding you into the role and organisation
and we will work with you to meet any access requirements you need to
be confident in your work.
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FREELANCE
FINANCE MANAGER
Contract type: 4 days per month
Deadline for Applications: Noon Monday 25th July 2022
Interviews: Thursday 28th July 2022

We are looking for a freelance Finance Manager who will work
closely with the CEO/Artistic Director, Budget Holders and the
Finance Working Group of Trustees to ensure that Burnley Youth
Theatre finance’s are well managed and the organisation is sustainable
into the future.

THE ROLE

CONTRACT BRIEF

You will be responsible for the following duties:
Monthly reconciliation of all cash accounts.
Processing of bank payments through accounts payable reports,
predominantly on a monthly basis, but urgent payments as requested.
Processing of payments within our accounts software, Quickbooks, and
updating our Contracts spreadsheet with payments made.
Liaising with Trustees for bank authorisations.
Administering the bank account, commercial card accounts and
Charifund investments, updating user information as instructed.
Preparing payroll information for processing with our external payroll
bureau, and subsequently processing payments for staff and HMRC
and updating our accounting software accordingly.
Hosting monthly budget meetings with all Budget Holders within the
organisation, supporting their understanding of budget management
and ensuring project reports are accurate.
Processing journals for accruals, prepayments, accrued income,
deferred income, overhead allocations and intercompany recharges
within our accounting software.
Producing a monthly management accounts pack, including Income
and Expenditure Statement, Forecast Outturn, Balance Sheet and
Cashflow Forecast, for circulation to the Finance Working Group within
the second week of each month.
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Work with the CEO/Artistic Director to update the Forecast Outturn
for the year as part of the management account pack production.
Attendance at the monthly Finance Working Group, presenting
information on variances and other identified key performance
indicators.

THE ROLE

CONTRACT BRIEF

Working with the Finance and Operations Coordinator as a colleague
to ensure they are effective in delivering the duties of their role (note
this contract does not include line management of this individual)
Maintaining our accounting software, Quickbooks, and updating the
Chart of Accounts and Class Lists as required.
Processing annual Gift Aid claims, and updating HMRC with any
changes to our HMRC Charities account.
Preparing reports for our annual Theatre Tax Relief claim, and liaising
with our accountants for completion of submission.
Working with the accountants in the production of the year end
accounts, ensuring that accounts are produced in a timely manner
and presented to the Finance Working Group and subsequent Board
of Trustee meeting for approval.
Working with the CEO/Artistic Director on the production of the
Trustees Annual Report, providing a useful template for completion
and writing relevant sections as instructed.
Working with the CEO/Artistic Director and Budget Holders on the
preparation of the annual budget.
Supporting the CEO/Artistic Director with reporting financial
requirements to funders as part of ongoing or final reporting
requirements.
Supporting the CEO/Artistic Director and other Budget Holders with
financial information to support grant funding applications.
To be responsible for the annual review of the Finance Controls Manual,
ensuring it is fit for purpose and reflects accurately the practices within
the organisation.
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THE ROLE

REQUIRED
EXPERIENCE &
SKILLS
In order to be successful fulfilling the expectations of this contract
we require that you have the following experiences and skills.
When responding to this opportunity please state clearly in your
covering letter how you meet these requirements.
Experience and knowledge
Minimum of 2 years experience fulfilling the majority of duties outlined
within this contract (please specifically state which you have
experience of and which you have not)
Some experience of working within charity finance and an
understanding of what the differences are in comparison to other
sectors.
Experience of producing monthly management accounts and an
understanding of the steps needed to present useful and accurate
information in a timely manner.
Skills and abilities
Attention to detail and commitment to a high degree of accuracy.
Excellent communication skills and ability to build confidence in
Budget Holders’ financial competence.
Proficient in the use of accounting software, including the
maintenance of appropriate chart of accounts and project reports.
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THE ROLE

HOW TO APPLY
If you would like to respond to this opportunity please send us:
Your detailed and up-to-date CV (individual) or track
record (organisation)
A covering letter that tells us how you specifically meet the experience
and skills detailed within the brief and why you would like to work with
Burnley Youth Theatre.
Your day-rate quote for delivering these services.
We are happy to receive the above information in a format that suits you,
be that written, audio or visual.

The closing date for submission is noon on Monday 25th July 2022
Completed submissions should be sent to
lindsey.west@burnleyyouththeatre.org by the closing date.
For access, support or any other information with regards
to this opportunity please call 01282 427767 or email
lindsey.west@burnleyyouththeatre.org

When you have responded we will send you
our equal opportunities monitoring form for
you to complete. The information on the form
will be treated as confidential and used for
statistical purposes only. The form will not
be treated as part of your submission.
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