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As part of our Finance team, you will report to the Head 
of Finance, supporting with the smooth function of 
finance operations across all teams at Storyhouse.

You will be responsible for supporting with the 
preparation of the management accounts, ownership 
of the sales order process and credit control, ownership 
of the cash book, and supporting other tasks, as well as 
ad hoc duties across the Finance team.

This is a role that requires knowledge of basic 
accounting principles and the ability to problem solve.

The role also requires a high degree of cross-team-
working, so you must be comfortable acting as a 
champion for the Finance team and working closely 
with other stakeholders across the organisation.



• Assist with the preparation of the monthly management accounts, including preparation and posting 
of month-end journals, review of fixed asset register, and monthly analysis work, including balance 
sheet reconciliations 

•  Manage the company credit card and expenses processes

• End-to-end management of the sales ledger process, including raising all customer invoices, issuing 
customer statements, maintaining up-to-date customer data, invoice reconciliations against 
appropriate systems, and debt control

• Manage the charity’s cash book through management of onsite cash duties, preparation of weekly 
count sheets, posting of cash transactions, and reconciliation of bank account transactions to finance 
systems

• Support the Finance team with other administrative tasks, such as maintaining and responding to all 
emails in the shared inbox, assisting with the preparation of financial statements, assisting with audit 
queries, attending all relevant finance meetings, and assisting with any other ad hoc duties



• Act in accordance with Storyhouse’s policies and procedures, and undertake any training as 
required by Storyhouse.

• Act as a role model for other staff and contribute to the life of the organisation as a whole.

• Carry out any other duties as may be required as part of the Assistant Accountant’s role.



Excellent IT skills, including knowledge of Excel 
including V/XLOOKUP, SUMIFS, pivot tables, IF 

statements (essential)

Self-motivated and able to work as part of a small 
team

Good attention to detail

Trustworthiness, discretion, and the ability to maintain 
confidentiality at all times

Ability to prioritise – with concurrent duties, tasks will 
need to be prioritised accordingly

Ability to support and guide non-finance colleagues on 
financial matters

Flexibility – willingness to provide cover carrying out 
standard tasks in times of high workload

Experience supporting the preparation of 
management accounts (essential)

Experience producing/preparing financial 
reports, including analysis and commentary on 

variances (essential)

Experience leading on sales ledger, including 
raising invoices and credit control (essential)

Experience of cash handling and management, 
from counting to posting to the finance system 

(desirable)

Experience working for a not-for-profit 
organisation (desirable)

Experience supporting groups and sales teams 
in a hospitality environment (desirable)

Experience using Sage 200, Spektrix, Artifax and 
Tevalis (desirable)
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