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About HOME 
Thank you for your interest in this role at Greater Manchester  
Arts Centre (HOME). 
 
HOME first opened its doors in May 2015: a new, £25m multi-art  
form venue for Manchester operated by Greater Manchester Arts Centre 
(GMAC).  
 
Since opening, we’ve achieved a lot. In the first three years,  
we welcomed over 2.3m visits to an international programme  
of over 20,000 events in our cinemas, theatres and galleries.  
We became one of the few UK organisations to produce new  
work across theatre, visual art and cinema. Our engagement  
team worked with over 55,000 participants, and we set up  
a dedicated Talent Development team to support and build  
the creative potential of artists in the region. 
 
HOME is an open and social space for the curious from all  
our communities, future artists and producers of work that  
is provocative, playful and contemporary, of Manchester and  
the world. HOME curates engaging, international, high-quality  
work, and serves to develop art and artists at of all stages  
in their careers. This is done across: 
 

– Two theatres: c.500 proscenium arch theatre (T1),  
– and a flexible c.130 seat Studio theatre(T2); 
– 500m2 contemporary exhibition space; 
– Five state-of-the-art cinema screens presenting one of the  
– most celebrated independent film programmes in the UK; 
– Rehearsal and development spaces. 

 
HOME is also a thriving cultural business, with a highly  
successful bar and restaurant, growing events and hires  
business, a fine retail offer, and an international publishing  
arm (Cornerhouse Publications).
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Home’s Mission 
HOME is an open and social space place for the curious from  
all our communities, future artists and producers of work that  
is provocative, playful and contemporary, of Manchester  
and the world. 
 
 
 

Home’s Vision 
HOME is central to making Greater Manchester a major city celebrated 
for its’ distinctive art, art that enriches the lives and  
life chances of its’ people, a magnet for artists and creatives with the 
highest engagement in the arts in the UK. 
 
  

HOME’S VALUES 
Creativity  
Bringing imagination, resourcefulness and innovation to 
our work 

Pioneering 
Leading the way, breaking new ground, being ahead of 
the curve, taking risks 

Collaborative  
Seeking out opportunities for sharing and partnership 

Engaged  
With our city region and the wider world, with art  
and artists and with ideas and issues 

Open  
Welcoming and engaging with multiple voices,  
ideas and perspectives 

Rigorous  
Striving to do the best work, valuing quality. 
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The role has responsibility for meeting the day to day financial and 
operational management and reporting requirements of the 
organisation. It is responsible for ensuring that the accounting, 
operational and HR processes, controls and records are managed 
in accordance with professional standards while being responsive 
to the needs of GMAC group.  
 
The post holder will also seek to develop systems, controls and 
processes to ensure that the operational teams provide an efficient 
and effective service. The Director of Finance ensures the smooth 
running of GMAC as a business. This includes managing the finance 
and HR resource, as well as ensuring smooth running of the building 
and its ICT requirements. HOME is committed to the highest 
standards in environmental sustainability, and through 
management of the Building and Environmental Manager, the 
Director of Finance will support in championing this. The Director of 
Finance also oversees the growth of HOME’s art book distribution 
arm: Cornerhouse Publications. 
 
As a Director, this role also supports and works with the Executive 
Team in developing and defining the strategic direction for HOME. 
It also supports the Executive to report into the GMAC board and 
sub-committees: updating trustees on the financial performance of 
the charity and associated risks. 
 
 
Main Duties and Responsibilities 
 
Financial systems, processes and controls 

• Ensuring that the finance systems and processes operate 
effectively and efficiently, comply with all legal 
requirements, and meet the accounting and 
management needs of GMAC. 

• Overseeing cashflow and maintaining a good working 
relationship with the company’s bank. 

• Supporting fundraising planning and implementation, 
including identifying resource requirements and establishing 
strategies to approach funders. 

• Liaising with the auditors to oversee the timely production 
of annual end of year accounts, including drafting any 
relevant reports for this process. 

• Supporting the Executive in developing the overall 
strategic and artistic vision for the organisation and take 
particular responsibility for the development of a long-
term business plan for HOME.  

• Ensuring that adequate financial controls and processes 
are in place and are complied with, in order to minimise 
financial risk to GMAC.  

• Overseeing the day-to-day financial management of 
GMAC through line-management of the Management 
Accountant. 

 



ABOUT THIS ROLE 

 

Management Accounting 
• Reviewing the preparation of monthly management 

accounts including an Income & Expenditure Statement, 
Balance Sheet, Cash flow Statement and detailed 
supporting schedules in an accurate and timely fashion.  

• Communication of financial information to a variety of 
stakeholders including the HOME Board, senior 
management and the wider staff team.  

• Reviewing the maintenance of the Fixed Asset Register in 
accordance with GMAC’s accounting policies.  

• Developing the GMAC Procurement Policy and support 
managers to make effective and compliant purchasing 
decisions. 

• Bringing commercial acumen to the financial 
management of the organisation, challenging budget-
holders as required and working with the Executive 
Director in identifying areas for potential cost-savings and 
opportunities for increased income generation across the 
range of business activities. 

 
Budget Setting and Financial Modelling 

• To chair and provide agendas for the Business 
Management Team and allocate actions where 
appropriate. 

• Working with the Executive and senior managers to develop 
an annual budget for Board approval and prudently 
managing HOME’s resources within those budget guidelines 
according to current laws and regulations. 

• Review regular forecasts and updates of the annual budget 
(working with senior managers) and work with the Executive 
Director in identifying corrective actions. 

• Working with the Executive on financial modelling and 
business development scenarios. 

• Assisting on the preparation of Grant applications, target 
setting, monitoring and provide the financial aspects of 
reports to a range of funders. 

 
Financial Accounting and Tax 

• Leading the preparation of the Financial Statements, 
including the application of accounting standards (SORP), 
the resolution of audit issues, reconciling to the 
Management Accounts as appropriate. 

• Being responsible for tax reporting including VAT (filed on-
line on a quarterly basis) and Gift Aid and Theatre / 
Gallery Tax Credit. 

• Being responsible for meeting FEU (Foreign Entertainers 
Unit) and PRS (Performing Rights Society) reporting 
requirements.  

• Having overall responsibility for all payroll and pension 
matters. 

• Reviewing and maintaining accounting in relation to 
restricted reserves. 
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• Working with external auditors and tax consultants as 
appropriate. 

• Advising the Executive on professional appointments as 
they relate to financial, audit and tax matters.  

• To keep the Executive up to date and to consult where 
appropriate on key issues. 
 

Operational Management  
• Work with the wider team to develop the operational 

systems and processes of HOME to ensure best use of 
physical assets and human resources. 

• Be responsible for the day to day and long-term operation 
of HOME including maintenance and health and safety. 

• To be responsible for all aspects of GMAC insurance 
policies, to ensure that adequate cover is maintained and 
to administer any claims against the policies. 

• Oversight of the development of plans for asset 
management and replacement.  

• Ensure that all lease obligations are met.  
• To line manage the Head of ICT and provide oversight of 

the ICT Team and ICT Strategy. 
• Be responsible for organisation wide disaster recovery 

plans.  
• Enable the exemplary use of ICT and digital across the 

organisation work by ensuring ICT systems are well 
maintained and managed with a development plan to 
meet the organisation’s needs.  

• Managing the relationship with our partners on First Street, 
including negotiating the contract, service charge and 
arrangements with the site management company. 

• Overseeing contracting across business and operations of 
the organisation, making sure that the financial 
implications of the contracts have been allowed for in all 
budgets.  

• Being responsible for legal compliance and good 
practice compliance in the organisation’s business 
processes within charity and corporate law.  

• Acting as the main point of contact with HOME’s legal 
team.  

• To lead on compliance with the General Data Protection 
Regulation (GDPR) for HOME. 

• To oversee Human Resources Management for GMAC 
through line management of the HR Manager. 

 
Trading 

• Take overall responsibility for maximising the profitability of 
HOME’s trading activity, including the negotiation and 
monitoring of external contracts. 

• To act as lead contact for the bars and catering provider, 
and to negotiate terms in consultation with the Executive. 
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• Retaining oversight of the commercial trading activities of 
the company actioned under GMAS, working with the 
Executive Director to determine the commercial strategies 
of the group.  

• Managing Cornerhouse Publications, maximising return 
and agreeing forward business strategy. 

 
Board Relations 

• Advising the Board of Trustees, and relevant subsidiaries and 
committees, on matters of policy. 

• Act as company secretary for Greater Manchester Arts 
Services Ltd, HOME Manchester Productions, Cornerhouse 
Publications.  

• Plan, service and report to the meetings of relevant sub-
committees.  

 
Other Duties and Responsibilities 
 

• Perform all tasks in line with HOME's commitment to 
providing the widest audience access.  

• Implement GMAC policies, in particular those around 
diversity and access.  

• Keep up to date with financial, administrative and 
operational best practice together with legal and tax 
changes.  

• Carry out duties as deemed appropriate by the Executive 
Director. 

• Work evenings and weekends as appropriate.  
• Undertake national and international travel as required.  



TERMS & CONDITIONS 

 

Salary    £52,500 per annum. 
 
Contract   This post is full-time permanent 
 
Hours of work  GMAC Ltd has a standard working 

week of 40 hours inclusive of meal 
breaks. 

 
 Exact hours of work as required by 

demands of the post. 
 Overtime payments will not be 

made, however time off in lieu, with 
the agreement of the Executive 
Director, will be available to cover 
any additional hours worked. 

 
Holidays  25 p.a plus statutory  holidays. 
 
Pension  GMAC Ltd operates a company 

pension scheme with a 3% 
company contribution that is 
available to all staff 

 
Other benefits  Free cinema tickets 
    Discounted theatre tickets 
    Cycle to work scheme   

Discount in bookshop and 
restaurant 

 
Probationary period   3 months 
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 Essential Desirable 

Qualifications/Knowledge 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Experience 
 

CCAB professional 
accountancy qualification 
 
 
 
 
 
 
 
 
 
 
 
 
 
At least 5 years relevant 
experience in financial 
management 
 
 
Practical experiences across all 
accounting procedures and 
processes, including 
 Compliance within a 

complex VAT returns 
environment, 

 preparation and analysis of 
budgets, management 
accounts, cash flows  

 preparation of year end 
accounts, VAT, PAYE and 
bank reconciliations 

      outsourced salaries and    
payrolls 
 
Working with computerised 
accounts system 
 
Presenting and interpreting 
information to a wide range of 
people 
 
Managing a team 
 
 
 
 
 
 

Charities SORP and Not-
for-Profit sector 
 
 
Knowledge of arts funding 
structures 
 
Understanding of VAT 
cultural exemption 
 
Interest in the arts 
 
 
Experience of working in 
the Finance department 
of an arts/cultural/third 
sector organisation 
 
Awareness of good 
management and 
development of IT 
infrastructure 
 
Awareness of good 
practice in Human 
Resource management 
 
Experience in overseeing 
facilities or building 
management 
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 Essential Desirable 

Practical Skills Ability to analyse statistical 
information, budgets, 
management and statutory 
accounts 
 
Ability to liaise and 
communicate effectively with 
people at all levels 
 
Ability to work to deadlines 
 
Accurate attention to detail 
 
Ability to work as part of a 
team 
 
 
 

 

Disposition & Attitudes Commitment to, and an 
understanding of, Equal 
Opportunities 
 
Commitment to HOME’s 
sustainability agenda 

 

Personal circumstances Ability to work flexible hours 
with reasonable notice 

 



HOW TO APPLY 

 

Please complete the HOME application form telling us how 
you meet the Person Specification for this role return with a 
completed Equal Opportunities questionnaire.   
 
The deadline for applications is Thursday 23rd January 2020 at 
12 noon  
Interviews will take place the week commencing 3rd February 
2020 
 
Please email a PDF copy of your application to 
Claire.Fern@homemcr.org 
 
Unfortunately, we cannot acknowledge receipt of 
applications.  
If you have not heard from us by Friday 31st January 2020 
please assume that we will not be taking your application any 
further. 
 
HOME strives to be an equality of opportunity employer  
 
Thank you for your interest in this post. 
 
 
 
 
 
 
 
 
CLOSING DATE 

 23RD JANUARY AT 12NOON 
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