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Stockport Plaza Trust
Finance Manager

Job Description

Salary:  £41-44K
Hours: 40 hours
Benefits package includes five weeks holiday
Part flexible working may be available to the right candidates
Responsible to: General Manager  
Location: The Plaza, Stockport.
Application Deadline: 9th January 2026

Purpose of Job

To provide financial management and accounting services to the Plaza Management and Board to maximise the business potential of the Plaza Super Cinema and Variety Theatre operation within the venue through effective delivery, scrutiny and implementation of all finance, accounting systems and audit  

The Finance Manager will be expected to uphold Plaza business values, be an excellent team player with entrepreneurial flair and be well organised to deliver exacting financial management and accounting with a commitment to working within the aims and objectives of a charitable trust.  
 
Principal Responsibilities:

· To be responsible for the financial management of the Plaza through development and monitoring of budgetary information including forecasting, budget preparation and audit and the preparation and presentation of monthly accounts
· To provide and maintain all accounting records and to ensure all relevant processes are followed
· To develop, implement and assist in the training and development of staff process and procedure on all front of house accounting and to maintain awareness of all up to date financial systems and organise appropriate training for team members as required
· To support fundraising through financial information
· To maintain and develop a good standard of customer care in line with Plaza Trust guidelines

Financial Management

· Undertaking financial management of the Plaza including liaison with budget holders
· Development and monitoring of budgetary information including forecasting and supporting performance information
· Annual and phased budget preparation 
· Preparation for audit
· Preparation and presentation of monthly accounts

Statutory Financial Reporting & Corporate Governance

· Deputising for the Finance Director to be the principal finance contact for the Trust
· To prepare and present the Plaza statutory accounts in accordance with Company Law, Charity   Law and the relevant accounting standards and in liaison with the Plaza’s appointed external auditors.
· To be aware of any changes to statutory accounting requirements, be proactive in looking for such changes and be responsible for implementing changes. 
· To be responsible for filing accounts and filing the annual returns with the Charity Commission and with Companies House.
· To maintain the Plaza’s fixed asset register
· To be responsible for monitoring and reporting to senior management and Chairman/Directors potential or actual financial risk
· Deputising for the Finance Director to be responsible for reporting on the progress of statutory financial reporting and corporate governance to senior management, Chairman and Directors and where applicable detailing deadlines.
· Monitor and develop stock ordering and purchase order system, maintaining general ledger and supporting ledgers as required
· To manage and maintain creditors and debtors system to oversee venue income and expenditure
· To maintain tax, PRS, Gift Aid and statistical returns
· To maintain accounting requirements for all stage and screen productions
· To maintain and develop all aspects of payroll
· To ensure the cashing up processes and banking processes take place



Fundraising support:

· To research and apply for operational and capital funding for the charitable trust
· To support the maximising of the operational fundraising potential of the Plaza, through provision of appropriate financial information 
· To be responsible for liaising with the General Manager over advertising revenue from third parties for the Pantomime programme
· [bookmark: _Hlk216291842]To meet monthly with General Manager to raise fundraising initiatives and to discuss fundraising progress
· To be responsible for procurement of capital and project items, as a consequence of any successful grant application
· To assist in the administration and financial responsibilities of any successful grant application

Operational Management and Human Resources

· To maintain a good standard of customer care in line with Plaza Trust guidelines and expectations  
· To be responsible for ensuring that the Plaza’s Building and Contents insurance and Directors and Officer Liability insurance is reviewed and renewed on time
· To be responsible for monitoring and maintaining all utilities and other operational contracts (with the exclusion of theatre events contracts) into which the Plaza enters. 
· To meet monthly with General Manager to discuss general finance provision and liaison with staff within the team.
· To manage the finance assistant.
· To be responsible on given authority from senior management or directors for the opening of credit accounts with suppliers
· To be responsible for securing late bar licenses as required  
· To be responsible for coordinating and implementing the Plaza staff annual leave procedures and holiday entitlement, whilst maintaining all personnel records
· To duty manage the venue when required in the absence of senior management

Key outcomes

· Excellent knowledge of financial processes through qualification or experience
· Upholds Plaza business values.
· Maintains accounts procedures to the required standards.
· Delivers the highest standard of customer care to staff and customers at all times.
· Is a team player and an advocate for The Plaza.
· Completes tasks to agreed standard with minimal supervision.
· Accurate use of cash handling procedures including monitoring of process and operational procedure.
· Complies with and maintains health and hygiene standards in all areas.

Person Specification:

Skills & Experience

Essential
· A team player with excellent communication skills able to develop and motivate a team
· An experienced and capable financially astute individual with experience or qualifications  (financial qualification such as an AAT and /or CCAB part qualified) with an understanding and experience of preparation of financial management information and statutory accounts
· Computer literacy with an understanding of software packages used in finance offices, including SAGE
· Organised and self managing to ensure all work is done to relevant timetables
· Numerate with previous experience of all accounting processes including cash handling and banking processes
· Flexible approach to working hours and environment
· Ability to undertake the physical requirements of the role (i.e. manual handling/banking responsibilities)
· High standards of personal presentation and hygiene
· The post holder will have considerable self motivation and will be expected to work with minimum supervision


 Desirable
· Appreciation for working in an arts environment. 
· Understanding of the charitable environment including charity commission requirements
· Knowledge of Health and Safety policies, issues, code of Practice and procedures
· Has previous experience in a commercially branded environment with an appreciation of the charitable status of the Plaza
· Previous experience in a customer focused environment.
· Experience of working in a small team
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