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Message to candidates 
 
The Finance Director role within the Geffrye Museum is an important position at the 
heart of the museum’s operation.  Reporting to the Director you will be responsible for 
developing a professional finance service that fully supports the strategic, administration 
and operational priorities of the Museum. You will hold responsibility for the museum’s 
finance and accounting operations including the pay and pensions systems, manage the 
Accounts Officer and Administration Assistant, and be responsible for administration, 
procurement and maintaining personnel records.   
 
With the continuing development and progression of the Museum, the new postholder 
will be an active member of the Management Team and will take a key role in the 
formulation and implementation of museum policy and strategy. You will be responsible 
for providing the museum with accurate and effective financial and non-financial 
information that can be used by senior managers, trustees and stakeholders.  
 
The following pack provides information on the Museum, finance structure and the 
specifics for the role. 
 
 
 
 
 
  
 

 



           

 

Job Description 
 
 
Post:     FINANCE DIRECTOR  
 
Responsible to:   DIRECTOR 
 
Responsible for:             ACCOUNTS OFFICER 

ADMINISTRATION ASSISTANT 
 
Purpose of post 
To manage the museum’s finances and accounting operations, supervise the pay and 
pensions systems and be responsible for administration.  Participate in the formulation 
and implementation of museum policy and strategy as an active member of the 
Management Team. 
 
 
Main duties of post 
 
Finance Management  
· Develop and manage the finance, payroll and pensions systems and procedures, 

and ensure the efficient administration of the museum  
· Assist the Director and the management team in the preparation of budgets and 

financial projections 
· Prepare quarterly financial statements for the Director’s report to the Board 
· Respond as directed to financial and administrative memoranda from the 

Department for Culture, Media and Sport. 
· Keep up to date with and respond to broad changes in policy and/or practice 

affecting the museum’s finances, accounting and administration 
 
Audit  
· Prepare the end of year accounts for annual audit, assist the Director in the provision 

of reports to the Audit Committee of the Board of Trustees, including matters relating 
to internal audit and risk management, and provide information as required for 
National Audit Office inspections 

 
Procurement  
· Be responsible for purchases of stationery, furniture and equipment including 

computers and telephone systems  
· Organise maintenance, repairs and service contracts for office equipment and 

systems as necessary  
 
Payroll 
· Prepare the annual pay remit for the Remuneration Committee and DCMS.   
· Prepare the monthly payroll and ensure the necessary personnel records are 

collated and filed.   
 



           

Pension 
· Administer the museum’s pension scheme 
 
Grants and Funds 
· Arrange for the timely receipt of grants and funds from the Department for Culture, 

Media and Sport, the Museums, Libraries and Archives Council and others 
· Keep up to date with relevant changes in VAT  
 
HR processes  
· Manage the Administration Assistant in maintaining personnel records including 

timesheets, sick leave, leave cards etc. 
· Manage the Administration Assistant in handling recruitment processes  
· Manage the Administration Assistant to ensure contracts are prepared for new staff.   
 
Record Keeping  
· Maintain inventories for audit and insurance purposes 
· Manage the archiving of departmental records in accordance with the requirements 

of the museum  
· Coordinate the collection of performance statistics as required by the trustees, 

DCMS and the MLA 
 
Shop and Restaurant 
· Be responsible for the financial systems and stock control for the shop and 

restaurant 
· Liaise with the Deputy Director who has responsibility for the services provided by 

the shop and restaurant  
 
Other  
· Undertake such other duties as are appropriate to the role and within the 

competence of the post holder as required 
· Be aware of and comply with the museum’s policies 
 
 
 
 
 
 



           

          The Geffrye Museum 

Staff Structure  
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Person Specification 
 
 
Performance Measures  

· Management of the museum’s finance and payroll systems to the satisfaction of the 
Director, management team and Trustees.  

· Provision of accurate and timely financial management information, budgets and 
forecasts. 

· Active contribution to the successful operation and strategic development of the 
museum.  

· Development of effective working relationships with staff at all levels of the 
organisation with Trustees and with relevant external contacts. 

 
Competencies 

· Highly organised, efficient and effective. 
· Self-motivated, enthusiastic, interested in the organisation as a whole. 
· Able to anticipate, take action and avoid crises. 
· Skilled in the management of others and able to delegate responsibility. 
· Skilled in communicating and presenting reports and information. 
· Able to present complex information in a simple and straightforward way 
· Thorough, honest and accurate, fully accountable. 
· A considerate, reliable and trustworthy leader and manager. 
 

Qualifications  

· Qualified accountant. 
 

Experience  

· Experience in managing the finances, payroll and administration of a similar-sized 
organisation is essential.  

· Knowledge of government accounting practices and charity accounting (SORP) 
would be an advantage. 

 

Skills 

· Familiarity with IT systems and confidence in the use of computers - Word and Excel 
essential, Pegasus and payroll software, or similar, highly desirable. 

 
 
 



           

 

The Geffrye Museum 
 

 About Us   
 

 
 
 
The Geffrye is a unique and specialist museum which explores the home from 1600 to 
the present day.  
 
The museum is housed in distinctive historic buildings, 18th century almshouses set in 
beautiful gardens with mature trees.  A series of period rooms represents the tastes and 
values of the middle ranks of urban society in England.  This theme is further explored 
through a programme of innovative and challenging exhibitions.  
 
We aim to show how such homes have been used and furnished, reflecting changes in 
society and patterns of behaviour as well as style, fashion and taste.  The English and 
their homes are drawn from many cultures, and many familiar products have their origins 
in other parts of the world. 
  
The Geffrye is friendly and welcoming and has a reputation for the excellence of its 
education services for schools and colleges and for individuals, families and groups. 
 

 
 
 



           

           

The Geffrye Museum (continued) 
 
 
The Geffrye Museum became a fully independent charitable company, limited by 
guarantee, in April 1991. The Trust is supported financially by grant-aid from the 
Department for Culture, Media and Sport, supplemented by earned income, donations 
and sponsorship. 
 
The principal charitable purposes of the Trust are the advancement of education and 
other purposes beneficial to the community including the care of its collections, Grade 1 
listed buildings and gardens. 
 
Toward this end, the Geffrye Museum's mission is: 
 

To encourage people to enjoy and learn from the museum’s collections, buildings 
and gardens and to promote the study of the home. 

 
The Geffrye aims to: 
 
1. Be the leading centre for the study of the home, particularly of the urban middle 

classes in England from 1600 to the present day 
 
2. Be a specialist museum attracting as wide an audience as possible, both actual 

and virtual, and providing visitors with a unique experience which is enjoyable 
and educational 

 
3. Provide learning opportunities and a full programme of education services for the 

benefit of individuals and groups of all ages, involving audiences of diverse 
cultural, social and economic backgrounds  

 
4. Be a leader in London’s cultural networks, support design and the creative 

industries and contribute to social and economic development 
 
5. Play an active role in the development and improvement of museums in London, 

leading by example and sharing best practice, particularly through its role as a 
partner in Renaissance London. 

 
 



           

Selection process:  
 
 
 
Timescales have been set to ensure an efficient recruitment process.  
 
The deadline for receipt of completed applications is Friday 26 March 2010. 
Short-listing will take place early in the following week. First interviews will take 
place at the Geffrye Museum on Thursday 8 April, with the second interviews on 
Thursday 22 April. 
 
The current salary for this role is in the region of £50,000 depending on qualifications 
and experience, plus an excellent pension scheme and generous holiday entitlement.  
 
The application form is downloadable from our web-site: 
www.geffrye-museum.org.uk/aboutus/jobvacancies 
 
To receive the forms as word documents please email the Director’s Assistant at   
aarab@geffrye-museum.org.uk 
 


