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NATIONAL GALLERIES OF SCOTLAND

FINANCE DEPARTMENT

ASSISTANT ACCOUNTANT (BAND 6)
FULL TIME, PERMANENT
The National Galleries of Scotland cares for, develops, researches and displays the national collection of Scottish and international art and, with a lively and innovative programme of activities, exhibitions, education and publications, aims to engage, inform and inspire the broadest possible public.

The NGS is a non-departmental public body centrally funded by the Scottish Government. It is internationally renowned, attracts nearly 1.5 million visitors per year and consists of the following complexes in Edinburgh:

· The National Gallery of Scotland Complex, on The Mound, featuring the National Gallery, the Royal Scottish Academy Building and the Weston Link

· The Scottish National Portrait Gallery on Queen Street

· The Scottish National Gallery of Modern Art, and Dean Gallery at Belford Road

There are also partner galleries: Duff House in Banff and Paxton House in Berwickshire.

The function of the Finance Department is the maintenance of all the financial records of the National Galleries of Scotland and of its trading division including the statutory accounts and the production of management information for the relative departments.  The Finance Department seeks to promote efficient use of resources by careful budgeting and monitoring of all expenditure.  Finding ways of increasing self-generated income is an important goal.  The department produces business plans for major capital projects and controls the resulting expenditure.

The main purpose of the Assistant Accountant role is to contribute to the management and delivery of a finance service that is reactive, pro-active and achieves high customer focused service standards across a range of finance and payroll activities.

The Assistant Accountant is responsible for managing the payroll, ensuring high service standards and the accurate and timely delivery of the payroll. Also, the post is responsible for development of systems and procedures and management reports, effective application of Payroll software and production and analysis of data. In addition the post provides support for pay review activities; including contributing to developments in the NGS pay system, pay bill costing/modelling and attendance at Pay Negotiations. The post is also responsible for the payroll administration of NGS pensions, providing information to the Galleries’ pension administrators (the Department of Work and Pensions) and other relevant bodies and liaising with HR to assist with enquiries and returns. 

The NGS payroll is currently delivered through an online bureau using Cintra HR & Payroll Services. NGS recently moved its finance system from Sun System version 4.2.6a to Microsoft Dynamics Great Plains.

The role reports to the Financial Controller. 
Organisational Structure:
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KEY RESPONSIBILITIES:

Payroll Related:

1. Responsible for the delivery of the National Galleries of Scotland payroll, ensuring high standards of service delivery, including accurate data input and processing, checking and audit, reconciliation of monthly payroll, preparation and processing of HM Revenue & Customs and other returns as necessary, ensuring the NGS complies with legislation and best practice.

2. Develop and maintain effective payroll systems and procedures including the payroll procedural manual and ensure the capability of the payroll software system is maximised and used effectively.

3. Support monthly, quarterly, year-end and ad-hoc payroll actions and returns in the absence of the Payroll Assistant.

4. Dealing with general enquiries relating to salaries in the absence of Payroll Assistant

5. Produce and develop accurate and timely management information and reports, meeting the NGS business needs.

6. Assist with the activities and procedures arising from pay review including the production and analysis of data, pay bill modelling, pay remit documentation and implementation of pay changes.

7. Responsible for the payroll administration for the NGS pension schemes including monthly and annual returns reporting to DWP and other relevant bodies, ensuring the payroll systems are effective and accurate for pensions reporting, liaising with HR to provide accurate information in response to enquiries and returns.

8. Line management responsibility of Payroll Administrator

Finance Related:

1. Monthly accounts production as part of a team, including purchase and sales ledger maintenance, bank reconciliations and month end procedures.

2. Produce and develop accurate and timely management information and reports, meeting the NGS business needs.

3. Respond to budget holder enquiries, including the generation of ad hoc reports.  

4. Maintaining the records for and completing VAT returns.

5. Work with internal and external auditors as required.

6. Liaison with the Registrars and Conservation Department in respect of costs recoverable on loans.

7. Support to all financial aspects of Development Department activities, including Friends, recording and reporting of donations, gift aid claims, etc.

8. Maintenance of financial records of Artwork purchases.

9. Recording of Trusts and Bequests income and expenditure.

10. Deputising for the Financial Controller when necessary.

11. Any other duties appropriate to the post.
Knowledge, skills and experience

Essential:
· Educated to degree level.
· Knowledge and experience of accounting standards, controls and procedures.

· Computer literate, competent in the production and use of spreadsheets and computerised accounts and payroll systems.
· Numeric with the ability to analyse and translate data.
· Excellent verbal and written communication skills including the ability to explain financial requirements to non-specialists.
· Strong organisational, planning and time management skills and the ability to work to tight deadlines and cope well under pressure.
· A hands-on, pro-active and self-motivated approach.
Desirable:
· Thorough understanding and an up-to-date working knowledge of payroll procedures, legislation and best practice, including PAYE. 
· Possession of a recognised payroll qualification – e.g. NVQ/Certificate/Diploma in Payroll Administration /Management or similar.
· Understanding of Public Body pay policy and processes.
· An awareness of delegated pay arrangements.
· Working knowledge of pension administration. 

· CCAB qualified / part qualified e.g. CIMA, ACCA, CIPFA.
· Knowledge and experience of the financial regime of NDPB’s.
· Familiarity with NGS systems – Excel, Cintra and Microsoft Dynamics Great Plains.
SUMMARY TERMS AND CONDITIONS

Salary:


£20,555 - £24,833 per annum pro rata.
Starting salaries will normally be at the minimum or at a rate that reflects qualifications and/or experience which are of special value for the post and which are above minimum entry requirements.

Hours:


42 per week inclusive of meal breaks.
Annual Leave:

25 days per annum pro-rata.
All staff receive 10.5 public and privilege holidays per annum pro-rata.
Pension:
Civil Service pension provisions enables the National Galleries of Scotland to offer a choice of occupational and stakeholder pensions, giving you the flexibility to choose the pension that suits you best.

Completed application forms should be returned to the Human Resource Department by email to apply@nationalgalleries.org, or alternatively hard copy applications can be returned to HR Department, National Galleries of Scotland, Dean Gallery, 73 Belford Road, Edinburgh EH4 3DS.

The closing date for applications is Friday, 26th March 2010.
It may be necessary to make initial contact with candidates short listed for interview by telephone. Hence when returning the completed application form please provide details of a daytime phone number on which you can be contacted if invited for interview. 

Please note that the successful candidate will be subject to Basic Disclosure Scotland security clearance.

National Galleries of Scotland is a charity registered in Scotland (No. SC003728)
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