FINANCE OFFICER – Job Pack 2022

Installation of 2022 exhibition ‘In This Moment’ at Bethlem Gallery, featuring work by India Harvey, Gawain Hewitt and
musicians from City of London Sinfonia, and young people from Bethlem and Maudsley Hospital Schools.

OVERVIEW
Bethlem Gallery is looking for a Finance Officer to manage our daily accounting
activities, including managing financial transactions in the accounting system and
liaising with artists and suppliers to pay invoices. This is a fantastic opportunity in a
flexible role to manage financial record keeping, to work with the director in
overseeing the financial management of a charity and to support our strategic
development.
Finance Officer: Managing all financial activities for the gallery including paying
invoices and managing xero.
Reports to: Director, Bethlem Gallery
Location: Bethlem Gallery, Bethlem Royal Hospital, BR3 3BX, and remote working.
Must be able to come to Gallery once a week.
Hours: 11 Hours/week (equivalent to 1.5 days and based on a 37.5-hour week FTE –
can be flexible and spread across week)
Salary: £28,000 pro rata
Contract type: Permanent, part-time
Deadline for applications: 9am Monday 11th July 2022

ABOUT THE GALLERY
Bethlem Gallery is a visual arts organisation in southeast London. We programme
creative activities, projects and commissions to participate in, look at, talk and think
about. Based at Bethlem Royal Hospital and working across South London and the
UK, we support the professional development and socially engaged practice of our
artists, many of whom have experienced mental health services. We bridge
communities, aiming to make art an everyday practice and mental health an everyday
conversation.
Our programme includes collaborations with other cultural and health organisations
including Bethlem Museum of the Mind, with whom we share a building. We are a
charity founded in 1997. As well as working in our gallery and studio space at
Bethlem Royal Hospital, we programme exhibitions at the Long Gallery at Maudsley
Hospital and the ORTUS Conferencing Centre, and commission new public artworks.
Bethlem Gallery Projects is a not-for-profit company limited by guarantee and is linked
to Maudsley Charity. Significant in-kind support is also given by South London and
Maudsley NHS Foundation Trust. We are core funded by Maudsley Charity, and
receive support from Arts Council England, trusts, foundations and individual
supporters.
“Pills are ok, counselling is ok and it will get you back on the streets, but what
keeps your mind alive is what you learn here. That’s what it’s about – keeping your
spirit alive.”
– Lee, Bethlem artist.
THE ROLE
The Finance Officer (FO) will work under the direction of the Director to carry out
financial activities and ensure that the board are provided with all information and
data.
Key Responsibilities
•
The input, management and monitoring of all financial transactions through
Xero.
•
Run the payroll and pension schemes for 8 employees
•
Assist in the preparation of budgets
•
Working alongside the Director, monitor actual spend, forecasting and cashflow
•
Working with the wider staff team, the preparation of financial reports for
funding partners.
•
Monitor funds in current accounts (weekly): inform staff of any payments
relevant to their work. Inform Director of any issues
•
Regular reconciliation of the Gallery’s bank accounts.
•
Preparation of VAT submissions/gift aid and other paperwork to HMRC if
necessary.
•
Preparation of the organisation’s annual accounts and management accounts
for the Board of Trustees including registers of prepayments, accruals, and deferred
income.

•
To manage the Gallery’s regular bills, ensuring good value for money and
service. Management of the organisation’s petty cash system.
•
Paying volunteer and staff expenses
•
Supporting artists where needed with submitting invoices
•
Working with independent auditor to provide required data for the end of year
financial report
•
Act as key contact for all financial related enquiries and provide efficient
customer service to all stakeholders.
•
Work with the Treasurer as required.
•
Support the Director with funding applications, projects and tasks as required.
Skills and Experience Required
•

Qualifications and experience AAT Level 3 Bookkeeping or above

•

A minimum of two years’ experience of working in a charitable accounting
setting.

•

Experience of using Xero or similar, and ability to learn quickly.

•

Honest, reliable and efficient

•

Good communication skills

•

Excellent numeracy and financial awareness

•

Commitment to, and understanding of Confidentiality, Equal Opportunities and
Diversity Policies.

•

The postholder would need to undertake a DBS check.

Benefits
We’ll contribute 5% to your pension. You will be entitled to 25 days of annual leave
plus bank holidays (pro rata). We offer flexible working hours. We also have monthly
team reflexive practice sessions and access to NHS and cultural sector training
opportunities.
HOW TO APPLY
If you are a skillful and caring finance professional who is excited by the work we do
then we would love to hear from you.
We particularly welcome and encourage applications from candidates from the global
majority, who are currently underrepresented within our team.
If you’re worried you do not fit all the criteria but do have relevant experience that could
make you a great candidate, we encourage you to apply.
To apply for the role, you must be eligible to work in the UK.
To apply please send a CV and covering letter explaining how you meet the
requirements of the job to shetha.haddad@bethlemgallery.com.

We welcome applications in written, audio or video formats. To submit applications in
an alternative format, to request information in an alternative format or to discuss any
reasonable adjustments in the recruitment process please email
shetha.haddad@bethlemgallery.com.
Deadline: 9am Monday 11th July 2022
Interviews will be held on: 26 July 2022

