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Finance Assistant  

Job Description  December 2018 

 
 

DanceEast is the home for dance in the East of England.  

It provides extraordinary dance performances, life-affirming participatory 

opportunities for all and a world-class environment for artists at all stages of 

their careers. 

Introduction  
DanceEast is one of the UK’s leading dance organisations. It is based at the Jerwood 
DanceHouse in Ipswich, the home of dance in the East of England. DanceEast’s programme 
embraces the artistic, educational, social and recreational roles that dance plays in the local 
and national arts ecology. It places artists at the heart of the organisation, presenting high-
quality high-profile dance work in the Jerwood DanceHouse and offering artists support, 
development and stimulation via programmes such as the Associate Artist Scheme, Rural 
Retreats, Professional Development workshops, advanced level classes and the 
Choreographic Development Fund. DanceEast has been running a range of innovative 
community projects for over thirty years, working closely with partners on local, national and 
international projects. 
 

Purpose of the Post 
 

To support the financial and general administrative needs of DanceEast and its subsidiary 
companies. 
 

Key Relationships 

The Finance Assistant is a member of the Operations Team, reporting to the Finance & Admin 
Officer. The Operations Team is the backbone of the organisation which is responsible for 
general administration, building & infrastructure management, finance and people 
management. The post holder will liaise daily with members of the wider staff teams. 
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Principle Responsibilities 
 

Finance 

• The daily reconciliations of cash, cheques and card transactions from the box office, 
cafe, etc. 

• Weekly banking of takings, etc. 

• The inputting all income onto a computerised finance system with speed and accuracy 

• To distribute, record and maintain the petty cash float, including completion of a 
cash reconciliation at each month end 

• Update, distribute and balance cash floats 

• Processing of sales & purchase invoices. 

• Ensure all invoices and expenses are authorised and coded correctly 

• Process payment runs to suppliers via BACS 

• Process staff and tutor expense claims 

• Process Centre for Advanced Training financial assistance claims 

• Filing paperwork and retrieving necessary documents as needed for other 

• Deal with any financial queries from work colleagues, suppliers and customers.  

• Preparation of ad-hoc departmental financial reports. 

• To investigate any financial issues and other ad hoc issues. 
 

Payroll 

• Assisting in the preparation and collation of monthly timesheets 
 

Administration 

• Ensuring that adequate stocks of stationary and consumables are maintained. 

• Arrange for suitable refreshments for meetings, as required. 

• Attend meetings as a note taker, as required. 

• To carry out word processing, photocopying, telephoning, faxing and emailing, as 
required. 

 

General 

• Attend staff and other relevant meetings, participate in training and other forms of 
staff development 

• To at all times carry out duties and responsibilities with regard to DanceEast’s Equal 
Opportunities, Access and Health and Safety Policies. 

• To represent DanceEast's best interests with suppliers, business contacts and the 
public 

• To undertake other duties as may be reasonably required by DanceEast 
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Person Specification 
 
Attributes 
 
Essential 

• Financially numerate, with an attention to detail with a commitment to achieving 
excellent standards 

• Articulate with proven interpersonal and communication skills. 

• Excellent administrative and organisational skills 

• Literate and articulate with proven interpersonal skills 

• Discreet, reliable, responsible and conscientious 

• Highly enthusiastic and motivated and keen to learn new skills 

• Able to work on own initiative and meet deadlines 

• An outgoing and positive personality 
 
Desirable 

• Able to work in a busy open plan office environment  

• Able to work flexibly to meet deadlines and respond to unplanned situations 

• A knowledge of/and or enthusiasm for the arts, and in particular dance. 
 
 
Qualifications and Experience 
 
Essential 

• Experience of accounting processes and procedures  

• Good level of computer literacy, with proficiency in MS Excel and Word 

• Proven recent experience using computerised finance software in the workplace on a 
regular and continual basis, preferably Sage 50 Accounts. 
 

Desirable 

• Experience of working within a finance department  

• Experience of cash handling and administration 

• Finance experience in an arts related or similar organisation 

• Experience of working for a publicly funded body 
• Current clean driving licence 
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Terms & Conditions 

 

Responsible to: Finance & Admin Officer 

Hours of Work: 3.5 days (26.25 hour) per week 

Contract: Due to maternity leave, this is a fixed term contract of up to twelve 
months. 

Working Hours: Core office hours are Monday to Friday, between 9.00.a.m and 
5.30.p.m with one hour for lunch. The actual weekly pattern of work 
is open for discussion and agreement. 

Holiday Entitlement: 20 days paid holiday per year, pro-rata, increasing to 25 days pro-rata 
after two years of continuous employment; plus 8 days bank and 
public holidays, pro-rata. 

Probation period: Three months, with one weeks’ notice during the probation period. 

Pension Scheme: Automatically be enrolled into a qualifying workplace pension 
scheme in which both the employee and DanceEast will make 
monthly contributions to. The employee has the option to opt out of 
the scheme if preferred. 

Salary scale: £17,000 per annum, pro-rata (£11,900). 

Additional Benefits: Complimentary tickets for DanceEast productions and classes 
(subject to availability); training and development opportunities; and 
staff discount at the DanceHouse café.  

 

This job description is a guide to the nature of the work required of this position. 

It is neither wholly comprehensive nor restrictive. 

 

 


