
 

 

FINANCE MANAGER. 
We are looking for a Finance Manager to join our West Midlands office.  This is an exciting opportunity to 
join an established accounts department and will be a crucial role suiting someone who thrives in a fast 
paced, challenging, agency environment.  You will be involved in financial elements across the business 
including supporting our Event Management and Venue Finding teams.  Excellent attention to detail and 
accuracy is a must, along with the ability to multi-task.  You will have a strong finance foundation and be 
able to adapt your finance knowledge to a variety of situations. 
 
Job Summary   
 

 Reporting to the Finance Director, you will have a comprehensive knowledge of end to end 
accounts processes and be responsible for the quality control of all work produced by the team in 
line with our department standards 

 
 You will be responsible for setting the monthly schedule and ensure adherence to it by the team. 

You will train, support and develop team members whilst overseeing their day to day activities and 
work load 
 

 You must be pro-active, make decisions and work quickly whilst having an ability to retain and rely 
on solid accounting foundations and apply them with 100% accuracy even when under pressure 

 
Key Responsibilities 
 
Main Responsibilities: 
 

 Support the FD in defining and improving the finance internal procedures by providing regular 
feedback on issues, proposing solutions and improvements 

 Promote compliance in diligently following all company policies and regulations 
 Assist the FD with the closure of accounts month end ensuring all reporting to trial balance is valid, 

accurate and produced to schedule 
 Manage the invoicing and accounts payable email accounts, allocate work to team members and 

ensure tasks are completed in a timely manner in line with company KPIs and targets 
 Review and submission of all invoices, payables and receivables ensuring allocation to correct cost 

centres and projects, whilst identifying prepayment and accrual invoices 
 Ensure proper application of VAT applicable to the service industry functioning within the EU and 

Worldwide (to include an understanding of TOMS) 
 Supporting our niche Venue finding department in processing disbursement invoices and 

reconciliation of projects resulting the in the timely production and distribution of VAT packs (full 
training will be given in this area) 

 Prepare and schedule all payments in the accounts system applying the correct terms and carry out 
final pay run checks ready for submission to the bank; international and within the UK 

 Review and reconcile supplier and customer statements, proactively identify problem accounts, 
follow up exceptions and ensure clean, accurate, up to date ledgers 

 Maintaining accuracy of work in progress reports by liaising with account managers to ensure 
consistent and accurate project budget tracking 

 Managing retainer finances, commission and rebate processing 
 Supporting with cost control initiatives 



 

 

 
Essential Skills: 
 
Knowledge/Qualifications: 

 Have sound knowledge and ability in double entry and reconciliations, being AAT qualified/part 
qualified or qualified by experience 

 Good working knowledge of Sage and/or Xero preferable  
 Good knowledge of the service industry and the UK, EU and International VAT systems that apply 
 Knowledge of management systems for all accounting functions including purchase ledger, sales 

ledger, payroll, cash and banking, nominal ledger 
 Experience of working in an agency or similar fast paced environment preferred  

 
Skills/Abilities: 

 Excellent communication (both oral and written and excellent interpersonal skills) with both 
financial and non-financial members of staff 

 Ability to be proactive and use your initiative 
 Excellent attention to detail 
 Excellent IT skills (Word, Excel, Outlook, Access) 
 Ability to lead and develop team members 
 Ability to prioritise responsibilities under pressure and deliver to deadlines 
 Personal Integrity and Confidentiality 
 Excellent time management and organisational skills - ensuring internal and external deadlines are 

met and to the required standard 
 Analytical thinking  
 Problem solving  

 
Please note due to our rural office location your own transport is essential. 
 
 


