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Finance Manager 
 

Closing Date: Friday 18th June 2018 (5 pm) 

Interview Date: WC 18/6/18 (Morning) 

Proposed Start Date: The aim of starting 26/6/18  

Salary: £10,447 p.a. for 2 day week (£26,177 pro rata)  

THIS ROLE IS FUNDED BY THE BIG LOTTERY FUND 

 

 

About the ‘Ensemble’ Finance Manager Role 

The Finance Manager will focus on the operational and financial management of the 

organisation on a day-to-day basis, writing funding applications and working with the Chief 

Executive to secure funding and ensure sustainability beyond the initial funding. 

As a young social enterprise in its third year of operation, Capall Dorcha is looking for an 

individual with the skills, drive and enthusiasm to help the organisation to build on our initial 

successful programmes, grow our work and become sustainable in the long term.  

In an area of Scotland with the lowest cultural participation, this role is vital to the success 

and growth of our organisation so that we can reach, involve and inspire more of that 

community. 

 

Finance Manager – Job Description 

Responsible to: Chief Executive 

 

Job Overview 

The Finance Manager’s role focuses on: 

• The day-to-day financial and operational management and administration of the 

organisation. 

• Office administration including (utility contracts and staff records) 

• Working with the Chief Executive to source and write funding applications 

• Working with the Chief Executive to explore and develop future income streams  

• Working with the Chief Executive to organise and produce marketing materials. 

 

Key Tasks and Responsibilities 

• To be responsible for carrying out the office management of the organisation. 

• To carry out the day-to-day financial management and administration of the 

organisation, including processing payroll and administering the pension scheme. 

• To monitor ‘Ensemble’ project spend and prepare financial monitoring reports for the 

Big Lottery and other funders 

• To work with the Chief Executive and Board to produce robust budgets 

• To make regular financial reports for the Chief Executive and Board 

• To negotiate and oversee contracts with freelance staff and utility suppliers etc. 

• To work with the Chief Executive to source funding  

• To write funding applications. 
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• To work with the Chief Executive to explore options for social investment and other 

funding mechanisms 

• To investigate potential future income streams through social enterprise activities. 

• To work with the Chief Executive to organise and produce marketing materials. 

• To liaise with the accountants for the production of the annual accounts.  

• To ensure compliance with company and charity law requirements. 

• To attend external events and represent Capall Dorcha when required. 

 

Personal Specification 

Essential 

• A self-motivated team player, capable of working to deadlines with patience and 

good humour. 

• An organised logical systems’ thinker, with an eye for detail. 

• Experience and a proven track record of writing successful funding applications. 

• Financial management experience, including budget setting and monitoring. 

• Experience in Excel and accounting and payroll software. 

• Experience in payroll and pension administration and management. 

• Good office management skills. 

• The ability to work flexibly with a busy and changing organisation. 

• An understanding of and commitment to equal opportunities and diversity. 

 

Desirable 

• Previous experience working within a theatre environment. 

• Use of Accounting software Quickbooks. 

• Marketing experience including the use of social media marketing and email 

marketing. 

• Previous experience of charity reporting and compliance. 

• Knowledge of Youth Theatre Arts Scotland and Federation of Scottish Theatre 

agreements  

• Experience of negotiating and writing contracts. 

• Success in building up projects and making them sustainable. 

• An understanding of social enterprise and knowledge of the sector within Scotland 

and North Ayrshire. 

• Working knowledge of Ardrossan and local community partnership building. 

• An existing network of relationships with UK theatres, industry bodies or social 

enterprise sector and arts funders. 

 

About Us 

Capall Dorcha Theatre Company was formed in 2015 to create a base in North Ayrshire for 

the creation of theatre productions. This led to the development of ‘Ensemble’, our 

Educational Outreach project which aims to introduce local people to the joys and skills of 

theatre.  
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We have already made a significant impact on over 1000 people attending our small 

cabaret performance ‘A Night of Broadway’ in Irvine. Of these, a staggering 87% were first-

time attendees to the Harbour Arts Centre. 

Our ‘Ensemble’ programme has generated the highest level of youth arts participation that 

the area has ever seen.  Over 1100 young people have taken part in free workshops or free 

week-long professional development workshops in North Ayrshire.  

About ‘Ensemble’  

In a time of declining public funding, theatre companies are facing major challenges.  

Capall Dorcha Theatre Company has just secured three-year funding from the Big Lottery 

Fund under its Our Place programme for our Ensemble programme. This will allow us to 

develop theatre productions and expand Ensemble’s outreach further into the community 

through programmes of weekly classes targeted at both young people and adults. Our 

immediate focus is on establishing a weekly youth theatre class and a play reading group for 

adults, with opportunities to attend live theatre productions.   

At the same time, we are committed to continuing to build on the success of our regional 

‘Professional Development’ workshops and will offer Arts Awards and spring/summer week-

long workshops. 

About Ardrossan 

Ardrossan on Scotland’s west coast is best known now as the ferry point to the Isle of Arran. 

The town itself has suffered a decline but is undergoing a revival. It offers a range of shops, 

supermarkets and a variety of restaurants all within walking distance of the beach or 

harbour. 

ScotRail runs trains from Glasgow Central to Ardrossan South Beach / Ardrossan Town via 

Ardrossan Harbour and Largs routes twice every hour. 

Stagecoach offers a similar bus service, with the X36 running from Buchanan Bus Station once 

an hour. 

 

Title of Post:  Finance Manager 

Salary: £10,447 p.a. 

Hours:  2 days per week (15 hours) 

Contract Type: Permanent, with an initial three-month probationary period. 

Holiday Entitlement: 20 days plus 10 public holidays (pro rata) 

Pension: 3% employers’ contribution 

Notice Period: 1 month 

 

Application 

Please send your CV setting out your skills and experience, letter clearly demonstrating your 

suitability for the role and Equalities Monitoring to recruitment@capalldorcha.com to reach 

us by the closing date of 5 pm on Friday 18th May 2018 
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