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INTRODUCTION FROM NIA MARSHALL
Thank you for your interest in this role of Senior Manager – Finance at the Torch Theatre. I
hope that you will find this opportunity exciting and compelling and will consider joining us
at a critical time of expansion and growth in our organisation.
Our focus over the coming years is to continue to strengthen our Reserves, widen the
earned income, maximising the use of the venue and the diversity of what we offer, as well
as applying for additional funding through trusts, foundations and sponsorship
opportunities.
Safeguarding our artistic production resources and capacity is vital – we remain one of three
venue based producing theatres in Wales and this can only be achieved if we continue to
receive significant grant funding support.
The scale of our ambition and growth now requires a Senior Manager – Finance.
We are looking for a qualified accountant or at least qualified to degree level of education
within a relevant discipline and with extensive financial management experience. Theatre
experience is desirable but not essential.
You will be a part of and work closely with the Senior Management Team (SMT) and be
responsible for leading and managing a small Finance team.
You will share an absolute commitment to our Vision, Mission and Aims. This opportunity is
both exciting and challenging at a time of continued financial pressure with the likelihood of
future reduction in grant funding and an increased need to advance alternative income
streams.
Despite reduced funding over the past few years, our Cinema has proved a vital asset with
continuingly growing audience numbers, yet again in the last financial year exceeding the
original budget. The reputation Café Torch has developed also adds to the offering of the
Torch Theatre but remains a focus financially to ensure it can continue at least on a cost
neutral basis.
I hope very much that you will consider this opportunity to contribute to our future
development.
Further information about us can be found at https://www.torchtheatre.co.uk
Nia Marshall
Chair
Torch Theatre Board of Management
June 2019
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JOB DESCRIPTION
Job Title: Senior Manager - Finance
Reporting to: Executive Director
Responsible for: Finance Officer and/or Finance Assistant(s)
Job Purpose
This is a Senior Management role with specific financial management responsibility for the
development, implementation and on-going oversight of financial policies, practices,
processes and systems; production of the annual budget and monthly management
accounts and the production of quarterly finance reports; management of the external audit
and production of year end statutory accounts; relationship management with banks, HMRC
and other finance related organisations; providing comprehensive support to colleagues,
budget-holders on budgeting and reporting; supporting the Executive Director in financial
analysis, planning, management and reporting to the Board of Management (the Board).
Key Responsibilities
1. Financial Planning
• Supporting the Executive Director in the development, review and implementation of
the annual budget as part of the annual Business Plan and in accordance with the overall
organisational strategic plan
• Supporting Senior Management Team (SMT) colleagues in the preparation of
departmental budgets, monthly management accounts, the production of quarterly
financial reports and active participation in the preparation of in-year project specific
budgets such as Sunset Cinema
• Supporting the Executive and Artistic Directors to set and agree the annual Torch
Theatre Productions (TTP) budget
• Supporting the Senior Manager – HR & Governance with undertaking the annual salary
review and making recommendations to the Executive Director for approval by the
Board
• Developing, reviewing and updating financial policies and procedures; undertaking
compliance requirements
• Managing financial systems and processes, ensuring they are fit for purpose and support
operational activity
• To undertake continued professional development to ensure professional and relevant
finance knowledge is kept up-to-date and applied to all relevant areas
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2. Financial Management
• Supporting the Executive Director in the effective management of the Torch Theatre’s
financial operations, its financial viability and resilience, and ensuring long-term
organisational sustainability
• Delivering financial management across the Torch Theatre overseeing the financial
administration and support provided by the Finance Officer and/or Finance Assistant(s)
• Managing cash flow and bank account administration, ensuring an appropriate level of
cash is maintained
• Preparing timely and accurate monthly management accounts and quarterly financial
reports, cash flows for SMT colleagues and preparing reports for the Board (including
supporting the Artistic Director with monitoring and reporting on the financial
performance of all TTPs)
• Support the Executive Director in ensuring that the year-round artistic programme,
including educational activities, are delivered within budget
• Preparing the budget submission and other relevant returns to the Arts Council of Wales
(ACW)
• Providing relevant returns, as required, to Pembrokeshire County Council (PCC) and
other funders and appropriate organisations
• Completing quarterly and other periodic financial returns for the Arts Council of Wales,
including the Programme Support Scheme and audience figures
• Completing VAT returns and maintaining adequate records for inspection by HMRC
• Completing returns to meet the requirements of the Performing Rights Society and UK
Theatres
• Managing relationships with existing and new banks, managing bank mandates and
undertaking compliance with legal and banking requirements
• Ensuring accuracy of financial records, including timely reconciliation of bank accounts
and other balance sheet items with the accounting software
• Overseeing day-to-day accounting practices including payment/invoice processing and
record keeping
• Reviewing and approving payroll, ensuring accuracy and timely payments and reporting
to HMRC
• Reviewing and approving all staff expense claims and purchases using the company
credit card
• Ensuring that the Torch Theatre has adequate and appropriate insurance cover for its
operations, managing any insurance claims and disputes
• Producing end of year accounts and managing the external audit process; taking
responsibility for compliance of the Torch Theatre with FRS & SORP requirements
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•

•

Managing the relationship with the appointed financial accountants for submission of
annual corporation tax returns to HMRC and annual statutory accounts to Companies
House and the Charity Commission, providing all necessary information to support this
Managing cost and financial control by ensuring the sign-off of overhead expenditure by
the appropriate member of SMT, liaison, where appropriate, with approved suppliers
and contractors by undertaking negotiation and application of approved procurement
procedures and ensuring the correct calculation of settlements and all other finance
related transactions

3. Income Development
• Supporting the Executive Director to research and make funding applications as well as
identifying, developing and managing entrepreneurial opportunities
• Leading on the development of funding bids to ensure accuracy and adherence to
guidelines and subsequent financial management of funding received to ensure all
reporting requirements are fulfilled; preparing invoices for funders in line with
contracts; monitoring income received
4. People management
• Managing the members of the Finance team to ensure they undertake their role(s) to
the best of abilities and in accordance with the Torch Theatre’s policies and procedures,
managing performance, training and development
• To undertake continued professional development to ensure own professional and
relevant finance knowledge is kept up-to-date and applied to all relevant areas as well as
the finance knowledge of the team
The following responsibilities apply to all Torch Theatre staff:
• Participating actively in the life of the Torch Theatre
• Contributing actively to the Torch Theatre’s education work, being available for the
purposes of workshops, talks and demonstrations and supporting those on work
experience
• Complying with the Torch Theatre’s staff handbook including the Equal Opportunities,
Health and Safety policies and GDPR requirements at all times
• Carrying out administrative work generated by the above activities
• Undertaking other duties as may be reasonably required
In order to support the work of the Torch all staff have to adapt and respond to the changing
needs of the organisation. This has an impact on each and every role, therefore flexibility is
key and the ability to respond to change, shift responsibilities and work collaboratively
underlies the approach all staff need to take. This job description is a guide to the nature of
the work required of this role. You will be required to carry out other duties when necessary
therefore this job description is to be treated as a guide only.
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PERSON SPECIFICATION
ESSENTIAL
•

•
•
•
•
•
•
•
•

Qualified accountant or at least qualified to degree level of education within a relevant
discipline (business management, finance, economics) and with extensive financial
management experience
Knowledge and experience of control systems and processes and clear understanding of
their underlying purpose
Experience of setting up new processes and developing systems from scratch,
generating innovative approaches
Strong practical experience working in a financial or management accounting role
Experience of producing work, which clearly summarises and analyses financial
performance and identifies key issues with proposed actions
Practical experience of annual accounts preparation, reconciliations and double entry
bookkeeping
Experience of computerised accounting systems (SAGE Payroll and Xero), proficiency in
Excel and good working experience in other MS products
Experience of effective communication at all levels across an organisation and a wider
audience
People management experience

DESIRABLE
•
•
•
•

Experience of working within a theatre/artistic venue
Experience of working within a charity; knowledge of relevant charity accounting
standards and regulations
Experience of company credit/risk assessments/due diligence
Welsh speaker
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KEY TARGETS
Key targets for the first 12 months in the role of Senior Finance Manager, in agreement
with the Executive Director:
•

Audited all finance processes and policies, determined and started implementing
improvements

•

Worked with the Executive Director and SMT colleagues to review the budget for 201920 and drafted the budget for 2020-21

•

Supported the Executive Director in shaping and started implementing an approach to
wider fundraising activity including sponsorship, identifying where applications can be
made to trusts and foundations

•

Developed strong partnerships with the Executive Director and SMT as well as
developed and enhanced relationships with key stakeholders e.g. appointed external
auditors and accountants

•

Formed strong relationships with and inspired all staff to perform to the highest
standard
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HOW TO APPLY
All applications must be submitted on the official Torch Theatre application form available
on the Torch Theatre website - https://www.torchtheatre.co.uk/about-us/vacancies
The completed application form and Equal Opportunities monitoring form (also available on
the website) should be sent, preferably in MS Word format, via email to:
guy@torchtheatre.co.uk
Please mark your email: Confidential - Application
The closing date for applications is 12 noon on Monday 1st July 2019
Interviews will be held on 10th and 12th July 2019 with a second interview, if necessary, on
19th July. Please confirm on the relevant section of the application form should you not be
available for interview on these dates.
We will confirm receipt of your application by email.
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JOB DETAILS, PAY & BENEFITS
Location:

Torch Theatre Company Ltd, St Peter’s Road, Milford Haven SA73 2BU

Duration:

Permanent position following an initial, successfully completed, 6-month
probation period.

Hours:

Full-time (a minimum of 37.5 hours each week), or part-time and/or job
share by agreement. Full-time hours of work will be between 9am to 5pm
Monday to Friday, part-time and/or job share by agreement. You may also
be required to work outside of your normal hours (both full-time and parttime) by the programme of planned activity, the needs of the Company and
as reasonably directed, from time to time, by your Line Manager.

Salary:

Full-time £35,000 per annum and part-time pro-rata. The salary is paid
monthly in arrears.

Pension:

If applicable, the Theatre will make a 3% contribution to the auto-enrolment
Pension Scheme – The People’s Pension.

Job Purpose:

This is a Senior Management role with specific financial management
responsibility for the development, implementation and on-going oversight
of financial policies, practices, processes and systems; production of the
annual budget and monthly management accounts and the production of
quarterly finance reports; management of the external audit and
production of year end statutory accounts; relationship management with
banks, HMRC and other finance related organisations; providing
comprehensive support to colleagues, budget-holders on budgeting and
reporting; supporting the Executive Director in financial analysis, planning,
management and reporting to the Board of Management (the Board).

Holidays:

The full-time holiday entitlement is 5.6 weeks (including bank holidays)
during each complete holiday year (April to March). Part-time entitlement
will be calculated on a pro-rata basis.

Period of Notice:

4 weeks by either party during the probation period and three months
thereafter by both employee and employer

Residence:

The successful applicant will be required to provide documentation under
the Asylum and Immigration Act 1996.

References:

All offers of employment are subject to receipt of satisfactory references.
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Casual
Technician
(1)

Workshop
Technician
(1)

Café Supervisor
(1)

Cleaners
(3)

Relief Duty
Manager
(3)

FOH Duty Manager
Vacant
(1)

Casual Box Office Assistants
(3)

Box Office Assistants
(3)

Bar & Cafe Assistants
(11)

Technicians
(2)

Catering
Manager
(1)

PERMANENT FULL TIME
PERMANENT PART TIME
FIXED TERM CONTRACT
CASUAL

Digital Marketing
Officer
(1)

Marketing Officer
(1)

Administration
Assistant
(1)

Senior Manager
HR & Governance
Guy Woodham (1)

HR & Governance

VACANT
VOLUNTEER
CONTRACTOR
SENIOR MANAGEMENT TEAM (SMT)

Senior Manager
Marketing, Press &
Communications
Alex Lloyd (1)

Marketing

Board of Management (12)
Elected Members:
Nominated Members:
Nia Marshall (Chair)
Cllr Rhys Sinnett
Tim Arthur (Vice Chair)
Cllr Alison Tudor
Carol Mackintosh
Cllr Joshua Beynon
Dave Ainsworth
Cllr Yvonne Southwell
Pippa Davies
Geoff Elliott
John West
Simon Hancock

FOH Volunteer Ushers (72)

Finance Assistant
(1)

Finance Assistant
(1)

Finance Officer
(1)

Senior Manager
Finance
New Position Vacant (1)

Senior Manager
Front of House
& Operations
Marcus Lewis (1)

Senior Manager
Technical
Andrew Sturley (1)

Assistant
Technical
Manager
(1)

Finance

Front of House

Technical

Deputy FOH
Manager
(1)

New Position - Vacant (1)

Executive Director

(see table opposite)

Board of Management (12)

*This is the new organisation structure. At present, Peter Doran
is the full-time Chief Executive/Artistic Director and Guy Woodham
the full-time Business Manager. Once appointments are made to the positions of Senior Manager – Finance
and Executive Director this structure will be implemented.

Youth Theatre,
Junior Youth Theatre &
Youth Education Officers
(2)

Creative
team during
productions

Artistic
Programme
Co-ordinator
(1)

Artistic Director
Peter Doran (1)

Artistic

Sub-Committees
Finance & HR
Governance
Estates & Front of House
Funding, Artistic & Marketing
Succession

Torch Theatre Organisation Chart*

VISION, MISSION & AIMS OF THE TORCH THEATRE
Vision

Create …. Engage .… Inspire …. Entertain
Mission Statement
The Torch Theatre Company engages, inspires, entertains and challenges our audiences with
a vibrant programme of work which celebrates the essential power of live performance to
promote social and personal change.
Through our education work, community engagement and volunteer programme we
actively participate in promoting arts and culture across Pembrokeshire, Wales and beyond.

Aim One - Create
We believe that creating a working environment that encourages collaboration and
creativity enables artists and staff to be fully self-expressive. Creativity and innovation are
valued in all aspects of our organisation.
We will continue to strengthen our leadership role in the arts community of Pembrokeshire
and enhance our reputation as a county of creativity by forming partnerships and
collaborations with other venues and arts disciplines.
We will uphold our covenant as a not-for-profit institution by being reliable stewards of the
public trust and resources provided to us by our funding bodies. We will always act in a
financially responsible manner whilst striving to increase self-generated income through
creative and innovative ways.

Aim 2 - Engage
We seek to instill in all people a respect and appreciation of the performing arts by
communicating at the highest level of excellence and drawing on the strength of the
diversity and traditions of our community.
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We seek to broaden our audiences through the programming choices we make, by keeping
ticket prices as keen as possible and by making manifest our ambition to be bold,
challenging and accessible.
We develop policies which will support the most vulnerable and disadvantaged sectors of
society with their engagement, and benefit from, the arts.

Aim 3 - Inspire
We believe in offering arts educational programmes that are inclusive and that promote
lifelong learning to a diverse community, encompassing all ages and backgrounds. We are
committed to the training and support of future arts professionals with an emphasis on
enhancing our partnerships with training institutions.
We provide encouragement for all levels of volunteer involvement and recognise these
contributions as crucial to the success of the Torch Theatre. We also aim to provide a
supportive environment for amateur companies, where everyone is welcome regardless of
skill, ability or background and to receive the appreciation their efforts deserve.

Aim 4 - Entertain
We will programme to the highest standards by attracting the best productions, films and
artists available to us.
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ABOUT THE TORCH THEATRE & MILFORD HAVEN
The Torch Theatre was established in 1977 and is one of only three venue-based producing
theatres in Wales alongside Cardiff’s Sherman Cymru and Clwyd Theatr Cymru. It consists of
a 300 seat Main House, a 102 seat Studio Theatre, a bespoke art gallery, bar facilities and an
attractive café - Café Torch. In 2007, the venue underwent a major transformation and
refurbishment project to create an accessible, comfortable and attractive place to enjoy
entertainment and the arts, complete with state-of-the-art digital cinema technology with
3D capabilities. The Torch Theatre offers over 1,300 shows, films, art exhibitions and live
broadcasts annually to audiences in excess of 70,000.
Torch Theatre Company’s highly acclaimed productions, which include an annual Christmas
show, are directed by Artistic Director Peter Doran and have included Grav, One Man, Two
Guvnors, The Wood, One Flew Over the Cuckoo’s Nest, The Turn of the Screw, The Hired
Man, Neville’s Island, Oh Hello!, The Little Shop of Horrors and An Inspector Calls. In 2015,
the Torch Theatre Production Company were double Laurel Award winners for its sell out
productions of Grav and Oh Hello! at the Edinburgh Fringe Festival. 2017 saw Artistic
Director Peter Doran being awarded the Best Director Award at the annual Wales Theatre
Awards for the bilingual production Belonging/Perthyn (Re-Live in association with Chapter).
The Torch Theatre also runs Sunset Cinema, an outdoor cinema event held throughout the
summer at over 25 locations across Pembrokeshire and Carmarthenshire. The screenings
are set in iconic locations and are attended by 1000’s of customers, both local residents and
tourists to the region.
Set in the former fishing town of Milford Haven, Pembrokeshire, South West Wales, the
Torch Theatre is an iconic building in the local skyline. Having originally got its name from
the links with the oil and gas industry, the flame in the Torch’s logo celebrates the strong
industrial history of Milford Haven and the surrounding region.
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The Torch today employs 14 full time permanent members of staff, 11 part time permanent
staff, a number of casual staff and has an incredible group of over 70 volunteers who assist
around the venue.
Milford Haven itself has a population of 13,000 and is one of the largest towns in South
West Wales. Developed as a whaling town in the late 17th century and due to its position
sitting on the shores of the largest estuary in Wales and one of the deepest natural harbours
in the world, its history is firmly connected to the sea.
Today, the town boasts a vibrant marina, a lively High Street and a range of attractions
including a museum, bowling alley and a leisure centre.

The Torch Theatre is a limited company with charitable status and is a publicly funded
theatre supported by Arts Council of Wales, The National Lottery and the Welsh
Government.
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