Easy Read - Job Description
Title: Bookkeeper
Reports to: Director
Key Working Relationships:
- Internal (Open Theatre) Director,
Associate
Director
(Projects
&
Participation),
Business Development Manager,
Producer, Company Manager.
- External (outside of Open
Theatre) - External Accountants
Hours and Working Pattern:
8 Hours a Week (Ideally split over two days of 4 hours). Your schedule
will be agreed between you and Open Theatre. Flexible working is
possible and preferred.
Salary:
£25,000 per year, pro rata (based on what you would earn if full - time).
Probation:
There is a probation period of three months.

Contract:
This is a fixed term role, meaning that the contract will end after 1 Year.
The start date will be mutually agreed between you and Open Theatre,
and will be as soon as possible.
Location:
Based from home, occasional meetings will take place in Coventry and
Birmingham.
Holidays:
28 days per year pro rata (based on holiday you would be given if full time), inclusive of Bank Holidays.
Benefits:
● Travel expenses for meetings/activity related to projects
(commute to/from home is not included)
● The option to sign up to the NEST Pension Scheme
Purpose of the Role:
To provide a Bookkeeping role for Open Theatre Company, managing
the weekly accounts of the company, managing invoices in and out
and payroll.

What the job involves:

Raising and processing sales invoices.

Processing
freelancers.

expenses

receipts

from

staff

and

Allocating income and expenditure to the correct cost
centres.

Performing regular bank reconciliations.

Managing accounts payable and receivables, and
chasing of unpaid invoices.

Paying suppliers, including freelance staff, on a timely
basis.

Processing payroll monthly and managing employee
pay and queries.

With support of our external accountant, having an
overview of the organisation's overall budget, within
different cost codes.

Preparing regular reports for management – including a
monthly accounts status.

Undertake other tasks and activities as requested by
the Director.

Updating the Company Assets register.

The right person for the job:
Qualifications and Experience
You must have previous experience of a bookkeeping
or similar finance role.

You must have experience in using an accountancy
software package such as Quickbooks or Sage.

You must have a minimum level 3 (or equivalent)
qualification in Bookkeeping or similar.

It is preferred that you have previous experience of a
bookkeeping/finance role within an arts organisation.

Skills

You must have the ability to prepare monthly budget
updates and share this with others.

You must have the ability to reach clear deadlines on a
weekly and monthly basis.

You must have excellent record-keeping
organised approach to the role.

and

an

You must have excellent communication skills (verbal,
written and online).

You must be computer literate: Microsoft Office, design &
creation of systems to facilitate your work and file-sharing
systems.

It is preferred that you have an understanding of data
protection protocols.

It is preferred that you have an understanding of how to
improve in-house controls.

Personal Qualities

You must have the ability to work well on your own
initiative and as part of a team.

You must have the ability to work under pressure and
work to deadlines.

You must have the ability to generate and effectively
manage your own workload.

It is preferred that you have an interest in maintaining a
flexible approach to working hours and being
accessible to answer/respond to queries.

It is preferred that you have the ability to maintain high
levels of enthusiasm.

You must be eligible to work in the United Kingdom
and will be required to undertake Right to Work checks.

How to apply:
Please submit an up-to-date CV and covering letter
(maximum 1000 words) addressing your interest and
suitability for the post with particular reference to the
person specifications.
Please also include contact details for 2 referees (one
should be your current or most recent employer). Please
indicate whether or not we can contact each referee
without your prior consent.
Alternatively, you can provide an audio or video
submission.
As part of this process, please share with us any
support and access requirements. We will help during
the application and interview phase, as required, and will
work with you to ensure any access and inclusion
requirements are met.
Open Theatre is committed to equal opportunities and
will treat all applications fairly based on written
submissions, please complete the anonymous equal
opportunities
form
available
at:
http://bit.ly/OTCequalopps
Applications
should
be
recruitment@opentheatre.co.uk

sent

to

The deadline for your application is Friday 9th July 2021
at 5pm.

Interviews will take place on Wednesday 14th July 2021
and Thursday 15th July 2021.

If you are selected for an interview, this is likely to take
place either in Birmingham, Coventry, or online.

Please note that our preference is to interview
candidates in person in either Coventry or Birmingham.
Should you be called for an interview, we will call you to
confirm your preferred location for the interview.
_________________________________________________________
Open Theatre recognises the long-term systemic barriers which
have prevented black artists & cultural workers from thriving in the
industry.
As part of our commitment under the More than a Moment initiative
to combat these barriers, we are operating a Guaranteed Interview
Scheme for any applicants from black* backgrounds who meet the
Essential Criteria in the Personal Specification.
* We have adopted the Black Ticket Project‘s definition of ‘Black’:
as of Black African, Caribbean, Afro-Latinx and African-American
heritage, including those of mixed-Black heritage who identify as
such (More Than A Moment).

About Open Theatre:
● Open Theatre puts young people and adults with learning
disabilities and autism at the centre of our work.
● We challenge the limits put on learning disabled and autistic
young people by society. Then we change perceptions by
championing the individuals that we work with and finding
ways for their unique creativity to shine.
● Open Theatre was formed as the Shysters Theatre Company
in 1997 where the company developed a methodology based
on nonverbal physical theatre in collaboration with young
people with learning disabilities.
● Today we work with young people and adults with learning
disabilities and autism using our nonverbal physical theatre
practice.
● We begin working with our participants in schools and
communities and go on to support learning disabled artists in
their professional development in adulthood.
● We work in partnership with arts organisations to challenge,
connect and lead the way by ‘doing difference differently.’

For more information about Open
Company, visit: www.opentheatre.co.uk
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