
FINANCE&ADMINMANAGER

September 2021

Upload/Unplug (Artist: Pell Collective; Photography by Mira Loew).

Creating change since 1983



THEROLE

Hours of work: 22.5 hours (3 days per week).
Salary: £22,000�£25,000 pro rata, (plus pension contribution for permanent
contracts).

Permanent.

Helix Arts is an Arts Council England National Portfolio Organisation. We strive to
ensure our organisation is governed as effectively as possible. Financial controls
and administrative functions are crucial to ensuring our high standards and
business effectiveness. The role of Finance and Admin Manager is therefore an
essential part of our company.

This is an excellent opportunity to support our delivery of a range of participatory
arts projects as an integral part of our dedicated and hard-working team.

We are looking for an experienced person who has excellent financial management
and administration skills and is an adaptable and personable team player.

We are interested in a person’s values and lived experiences, something which
aligns closely to our work, the company ethos, and Helix Arts’ team culture. It is
important that our workforce represents the diverse communities we collaborate
with. If you feel less represented and want to make that change, then we are very
keen to hear from you!

We are looking for someone who can work well in a team and already has significant
experience of financial management and admin and a proven track record of
working in a similar role. This is a superb opportunity for someone who believes in
the transformative power of Arts, Culture and Heritage - for someone committed to
making a difference in parts of our community where opportunities to participate in
high quality artistic and cultural activity may be hard to access.

The successful candidate will have excellent planning and organisational skills. You
will ensure that the organisation strives for excellence and adheres to its core
values in everything it does.
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OURCOMMITMENTS

Equity, diversity and inclusion

Helix Arts is committed to cultural equity, diversity and inclusion. We have detailed
policies to support our commitments and we oppose discrimination of any sort.

Where our approaches or processes may pose a barrier for you, we welcome
different ways for you to connect with us or apply for opportunities. We are
constantly learning and improving our policy and practices, so please let us know
how we may need to adapt to your needs.

Safer recruitment
Helix Arts is committed to providing a safe environment for all those working with
us, visiting our projects and participating in our programmes. Safe recruitment of
all those who work for us is an important part of fulfilling this commitment.

All positions at Helix Arts are offered subject to meeting the following conditions:

• Receipt of satisfactory references covering the last 2 years of your employment.

• A satisfactory DBS check (which can be arranged upon appointment).

• Proof that you are legally entitled to work in the UK.

2



ABOUTUS

Helix Arts is dedicated to increasing participation in the arts, especially amongst
diverse communities for whom access to high quality arts, culture and heritage
might otherwise be limited. We support people from low socioeconomic
backgrounds, isolated older people and young people, helping amplify voices and
addressing the issues facing us all.

We work across all art forms. We have been using art to create change since 1983.

We are the only Arts Council England National Portfolio Organisation in North
Tyneside.

We work with people in between places and spaces across the North East.

We know that our work makes a positive impact and that it does so by:

• Delivering an outstanding programme of participatory arts activity that is
recognised as being excellent by partners and participants.

• Working with diverse communities, to open up new opportunities and
perspectives and fresh pathways towards and within the arts (as makers,
audiences, producers and volunteers both onsite and online).

• Growing talent and opportunity among artists and producers through our
ambitious approach to co-creation and co-curation.

• Taking a leading role in supporting the evolution of exemplary participatory arts
practice through learning, innovation, and experimentation.

• Influencing the way participatory arts can make a real difference in other
sectors such as education, health, employability, and criminal justice.

• Ensuring quality is built into everything we do.
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MAINRESPONSIBILITIES

The Finance and Admin Manager will manage the company’s financial controls
and reporting as well as its administrative systems. This will involve:

• Processing and creating invoices.

• Processing payments.

• Credit control.

• Managing expenses.

• Bank reconciliations.

• Producing monthly management accounts and cash flow forecasts.

• Producing budgets for projects and funding applications.

• Producing annual accounts and liaising with accountants.

• Processing salaries/ PAYE and overseeing pension contributions/ enrolments.

• Financial reporting to Arts Council England, Charities Commission, Companies
House, etc.

• Minute taking and managing meetings - including Finance Sub Committee.

• Supporting recruitment and HR.

• Looking after office supplies and petty cash.

• Organising and recording DBS checks.

• Reviewing and renewing office and IT contracts.

• Managing insurance.
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OTHERDUTIES

In addition, the Finance & Admin Manager will be expected to:

• Work with the senior management team to develop and implement Helix Arts’
policies and procedures.

• Abide by Helix Arts’ policies and procedures, including health and safety,
safeguarding of children and vulnerable groups, and equal opportunities.

• Undertake any other duties as may be reasonably required within the scope of
the role.

• Use your best endeavours to promote the interests of Helix Arts at all times.

5



PERSONSPECIFICATION

Essential Desirable
SKILLS Significant experience of working in a similar role,

including preparing company accounts - ideally
with a good understanding of charitable
accounting.

Experience of working in or
with the arts, creative and/
or education/ community
sectors - particularly
working for a charity or in
the CVS sector

Experience of writing system processes/
procedures and delivering training.

Experience of running an
office.

Experience of improving financial management and
administrative systems.

Experience of preparing and
presenting statistical reports
for internal and external
requirements.

Experience of report writing and minute taking. Current driving licence and
own transport.

Experience of managing budgets and financial
systems, collecting data, issuing and monitoring
contracts, and paying invoices.

Experience of Full Cost
Recovery systems.

ABILITIES Excellent, positive and confident communicator –
written and verbal.

Recruitment and selection
skills.

Excellent organisational skills, including time
management, self-organisation and the ability to
produce high quality, accurate work to deadlines.

Experience of using Google
Workplace.

Able to work on own initiative and to lead others.

Able to ensure the effective flow of information
between key partners.

Good computer skills, including use of Xero and
Microsoft Office.

Planning skills, with the ability to initiate and
manage financial controls, administrative tasks and
new developments.

Flexible to respond to changing demands of
projects and the external environment.

APTITUDE Exceptionally organised and diligent approach to
financial management and administration.

Interest and enthusiasm for
the arts and commitment to
Helix Arts’ artistic and social
principles.

Customer focused approach.
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KEYDATES

CONTACTUSCONTACTUS

Deadline for applications: 11th October 2021 at 9am.

Shortlisted candidates informed: 12th October 2021.

Interviews take place: Thursday 21st October 2021.

APPLY ONLINE HERE�
https://forms.gle/s3s1gqRu5wvJYxuD9

Contact

Stephen Pritchard
Business Development Manager

stephen.pritchard@helixarts.com

07949776566
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2nd Floor, 51 Bedford Street, North Shields,
Tyne & Wear, NE29 0AT.

Registered Charity No. 700956
Company No. 2114849

www.helixarts.com

Summer of Fun film still, 2021.


