
 

 

JOB DESCRIPTION   

Job Title - Finance Officer 21 hours per week (3 days/0.6 FTE) flexible 

Accountability - The Finance Officer will be managed by the Director and through her be responsible to 
the Board of Trustees. 
 
NEA Context  
 
NEA is a bright bubble of activity; open, accessible and flexible; with a buzz of possibility.  
 
A creative place where we can  

• make connections 
• share ideas 
• build trust 
• learn together  
• support each other  
• take creative risks  

 
NEA aims to be at the centre of a kinder community using the arts to make:   

 A sense of support  

 A sense of worth  

 A sense of place 

 A sense of purpose 

 
Our work and values promote Creativity, Efficacy, Innovation, Community Spirit, Determination Health & 
Well- being. They have a positive impact on the Local Economy, Local Environment and Local 
Employment. 
 
NEA Objectives  
 
Over the last eight years NEA has undergone a period of steady growth, establishing itself as a trusted 
community anchor for Muirhouse, West Pilton and the surrounding neighbourhoods.  
 
NEA acts as the creative hub for the area, as a centre for social exchange and an informal one-stop shop 
for community support. The latter has been developed with tenant organisations Volunteer Edinburgh 
and Muirhouse Link Up.  
 
Now that the organisation is a well-known, accessible and relevant resource for the area, NEA’s focus is 
to be at the centre of a caring community, the place to make connections, make and see art, and take 
creative risks. A place where people meet to explore new ideas and share skills.  
 
We will be the place where complexities, ambiguities and uncertainties can be shared and explored in a 
safe and supportive space. Our work will not be about compromise; in the cultural arena tension, with 
trust, is to be welcomed. It is of importance in these changing times to be able to see, discuss, and make 
comment on the world around us, in a shared and open space.  This organisation should be a steward for 
social thinking, providing creative content and reflecting on our community’s past, present and future.  



 
To allow for that NEA needs to be: 

• a stable and financially viable organisation 
• with a staff structure and resources fit for purpose  
• operating in a refurbished and extended site and building to meet growing demand 

NEA will confirm its place within the local community and within the cultural ecology of the city – as the 
place where connections are made and relationships build; as a community-led production house, a free 
space, where trust is developed and risks are taken, a space of city and national significance.  
 
Relevant, inclusive and of quality BECAUSE of where we are located, not DESPITE.  
 
We have four interlinked strands of work:   a place to meet 
       the place for art  
       a place of debate, influence & example  
       the space for enterprise & skills  
 
Our focus will be on making and enjoying art, and we will carry out everything we do with this clear 
rationale, coupled with the highest production values. We will respect our core stakeholders; the 
community who live and work in the square miles around our building, and the artists, local, national and 
international, whom we choose to work with us. 
 
Job Role  
 
The role is designed to provide efficient and effective financial service to NEA.  This includes the 
maintenance of financial records and preparation of financial statement for NEA’s senior management 
team. 
 
Main Responsibilities  

 Purchase and Sales Ledger processing 

 Bank and cash reconciliations 

 Managing accounts payable and receivable processes 

 Liaising with funders and suppliers to identify and resolve queries 

 Month end control account reconciliations 

 Maintenance of charity contracts, core grant funding and project funding 

 Preparation of monthly financial statements 

 Processing cash transactions and staff expenses 

 Taking ownership of processes and striving to maintain an organised environment 

 Ad hoc duties as assigned by management 

Skills and knowledge: 

 Strong work ethic, attention to detail and willingness to take accountability 

 Confidence and strong interpersonal skills 

 First class written and verbal communication skills 

 IT literacy – Excel and Word processing 

 Evidence of a positive, proactive and flexible approach 

 Relevant qualifications or equivalent 

Closing date for applications is 5pm on Sunday  6th October 2019, interview date Wednesday 16th 
October 2019  


