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The Albany
Douglas Way
Deptford
SE8 4AG
www.thealbany.org.uk

Finance & Office Coordinator  
Recruitment Pack


Responsible to: 
Administration & HR Manager, Finance Manager
Relationships: 
Finance teams, Operation teams, Executive team & Board
Contract: Fixed term, 1 year
Hours: Full time (40 hours)
Salary: £30,000 per annum

Benefits include: 
· 25 holiday days per annum, plus bank holidays; 
· Complimentary tickets to Albany performances;
· Albany CaffA discount; 
· Training and development opportunities; 
· Health and wellbeing support; 
· Hybrid and flexible working policy; 
· Access to interest-free season ticket loan and cycle scheme partnership.



How to apply:
Please apply via the online platform found on our website by 10am, 11th December

Interview date: 18 December We are aiming for these to be in person. if this is an issue, please contact us and we will try and accommodate.

Our Hiring Policy

[bookmark: _Int_EYEamaVg]We believe in fair recruitment. We will ensure everyone who wants to be a part of the Albany has the resources and confidence to apply. Feel free to contact us online, over the phone or in person if you need further assistance or require the recruitment pack or application in a different format.

[bookmark: _Int_mCRoRMog]The Albany aims to encourage a culture where people can be themselves and be valued for their strengths and we want our team to represent the same diversity of audiences and artists we welcome into our venues every day. We are keen to hear from a diverse range of candidates from all backgrounds drawing on different perspectives, experience and knowledge. We particularly want to encourage people who have lived experience of the Black and ethnically diverse communities we serve.

The Albany will offer an interview to anyone who identifies as a D/deaf or disabled person who meets the essential criteria. 

We have a dynamic and flexible internal culture that gives employees control over the way they work and supports wellbeing. We will be as flexible as we possibly can be with supporting staff to balance their work and their personal lives. We are keen to have a conversation to find practical solutions to meet the candidates’ own situations whilst meeting the needs of the organisation.

[bookmark: _Int_TsffExEf]For this role we ask for a DBS check (Disclosure & barring Service) please note we have no exclusionary offences, and the cost is covered by the Albany.

Recruitment contact: Ceri Ellen Payne 
The Albany, Douglas Way Deptford, SE8 4AG
T 020 8692 0231 ext.206; E vacancies@thealbany.org.uk

[bookmark: _Hlk152671533]About the Albany 
[bookmark: _Int_X6sCeAd8]The Albany is an arts centre committed to representing the extraordinary creativity and diversity of Deptford, Lewisham and South East London. Each year over 60,000 people attend our events, ranging from music to theatre, spoken word and family performances; and take part in our award-winning participatory projects for young people and adults over 60.  

Alongside four performance spaces, a bar, café, garden and coworking hub, the Albany offers a range of low-cost rehearsal space, meeting rooms and offices for community and creative businesses. We aim to foster a welcoming and inclusive space where everyone is inspired to be creative, and where artists are supported and developed, in part through programmes such as our Associate Artists and Creative Communities schemes.

The Albany has 23 resident organisations, and manages and programmes Deptford Lounge on behalf of Lewisham Council. We are co-lead of the national Future Arts Centres network and lead partner of Fun Palaces. The Albany was Lead Delivery Partner for We Are Lewisham, the Mayor’s London Borough of Culture 2022, with over 400,000 audience members attending over 600 events throughout the year. Also in 2022, we were appointed as Lewisham’s Arts & Culture Anchor Organisation, responsible for leading sector support initiatives, facilitating networking and amplifying the creative work happening in the borough. 


The Albany Values

1. Open and welcoming
We foster an inclusive space, both physically and culturally, where anyone can feel welcome and heard.

2. A home for ideas, creativity and action
Everyone has the potential to be creative. We believe that creativity can make real change for individuals and on urgent issues around social justice and the climate crisis.

3. A connector of people
We put our communities at the heart of any process. We share our knowledge to shape change and create something better for everyone.



4. Responsive and flexible
We’re co-operative, willing to listen and adjust our approach according to the task in hand. We love seeing amorphous ideas become reality.

5. Committed to representing the extraordinary creativity and diversity of Deptford and Lewisham
We are deeply rooted in Lewisham and South East London. We advocate for its residents, representing the diversity of our borough and the voices of Black and Global Majority people

6. Adventurous and ambitious
We believe that a sense of adventure is essential to achieving our vision. While we are rigorous in our approach and celebrate our successes we’re not afraid to try something new.


Purpose of the Post

In close collaboration with the Administration & HR Manager (AM) and Finance Manager (FM) this role is designed to support the financial functions of the Albany, coordinate office infrastructure, manage organisational processes, and general administration functions. You are a highly organised, systematic, and dependable individual with excellent time-management and multitasking abilities. 






Key Responsibilities:

Financial and Credit Controls  

· Prepare and check weekly Income and Expenditure journals
· Liaise with other staff to ensure the prompt return of information
· Ensure all sales invoices are raised in a correct and timely manner making sure all necessary supporting documentation is received.
· Reconcile sales and receipts on ledgers maintained by site   
· Help with the preparation of quarterly monthly financial reports for submission to relevant Local Authority within contracted deadlines in liaison with responsible site staff
· Assist with regular and effective credit control

Payroll 

· Ensure that all salary and wage payments comply with employers’ responsibilities under PAYE legislation   
· Ensure that all new staff provide appropriate personal information as required to process pay and that amended details for existing staff are similarly documented and filed 
· Ensure that all wages and pay claims are correctly added, properly authorised and allocated to cost centres prior to processing pay 
· Work alongside line manger to process monthly payroll, making payments as required
· Prepare monthly PAYE payments after the completion of each pay month, ensuring payments are made within statutory limitations 
· Manage the NEST workplace pension scheme ensuring compliance with employers’ statutory duties 


Bank and Cash 

· Liaise with Catering and Box Office managers to ensure takings are reconciled on a weekly basis 
· Bank all takings and other receipts intact and promptly, and provide cash floats as and when authorised  
· Ensure float and expenses claims are properly settled prior to issuing subsequent floats 
· Ensure all necessary accounting entries are completed, reconciling and recording daily cash sheets

Office and Administration
 
· Ensure the upkeep and maintenance of office spaces, IT resources, and overall work provisions
· Enter and maintain personnel records in the staff management system, Staff Savvy (training provided)
· Oversee recruitment campaigns, assist with the onboarding of new employees, and explore innovative recruitment processes
· Coordinate organisation-wide training and development initiatives and management 
· Support procurement of necessary supplies and services, reviewing contracts for cost efficiency and alignment with environmental goals
· Strengthen internal communications and workflows, coordinating with cross-functional teams and participating in working groups to improve processes

Executive Team Support

· Assist the CEO and Executive Team with consultancy responsibilities and support Albany’s role as an "anchor cultural institution" for Lewisham, contributing to event coordination and delivery.
· Collaborate with the CEO, project teams, partners, and stakeholders on the capital development project, providing support for development and project management
· Facilitate communication and event coordination with the Board of Trustees on behalf of the Executive Team, including sub-committees
· Alongside the AM organise and deliver the Annual General Meeting and related activities for members, resident organisations, and governance

General Duties

· Maintenance of filing & archive systems, ensuring that records are suitable for audit and within legal framework; ensuring data protection and confidentiality regarding all areas of work 

· Deal with a range of general enquiries made by phone, post, or in person by staff, residents and external parties as part of our organisational support model (training provided) 

· Support the Albany’s objectives within the post holder’s expertise including contribution to the delivery of business contracts and projects and the support of intern or work experience placements

· To deputise and or fulfil other duties that may be reasonably requested by the management 

· Uphold and actively promote Albany’s policies, embedding sustainability, inclusivity, and anti-racism in all activities

· Advocate for Albany’s objectives, reflecting the organisation's values and best practices both internally and externally

This job description is a guide to the nature of the work. It is not wholly comprehensive or restrictive and may be reviewed as required; other responsibilities may be added depending on experience and need. 



Person Specification -
What we're looking for from you
The ideal candidate will be able to demonstrate the following skills, experience and qualities in your personal statement. 
We welcome applicants who can demonstrate experience of the following in a wide variety of ways, including with non-traditional work experience.
Essential Criteria

· Experience and or understanding of financial practices in small/mid-scale organisations

· experience in an administrative function in a small/mid-scale venue, office or similar multi-tasking environment

· Strong IT (MS Office) skills including advanced Word, intermediate Excel

· Professional standard of communication and interpersonal skills in writing, in person and on the phone and able to demonstrate sensitivity and empathy towards others

· Conscientious and accurate, with very good attention to detail

· Ability to multi-task, prioritise, manage their time under pressure and in a busy working environment 

· Ability to work unsupervised, take initiative and solve problems independently

· Professional conduct within executive settings, with the ability to maintain confidentiality and manage sensitive information effectively

Desirable Criteria

· Experience of using accounting/payroll software (example: Sage 50)
· Experience of HR/Staff Management or ATS systems (Staff Savvy)
· Ability to interpret financial & strategic information and recommend courses of action
· Experience of Cash Handling and Debit/Credit Card payment processes
· Experience of working with ticketing, EPOS and CRM systems

You have reached the end of the job pack.
We welcome feedback about how you found your recruitment journey with us at vacancies@thealbany.org.uk
We’re looking forward to hearing from you.
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