
Assistant Management Accountant (Full-time)
	

Employer: 		Kings Place Music Foundation
 
Date: 			February 2026

Department:		Finance

Reporting to: 		Finance Controller


Role Objective:

We are recruiting Assistant Management Accountant, reporting to and supporting Finance Controller in smooth day to day finance operations. The role is responsible for supporting the smooth day to day running of the finance department, systems and controls and delivery of the best possible service to KPMF’s internal and external customers.

Key Duties:

Purchase Ledger

· Ensure accurate and timely processing of supplier and artist invoices and expenses
· Preparing payment runs
· Managing supplier queries
· Management of purchase orders

Sales Ledger

· Ensure accurate and timely processing of sales invoices for private hires, concert recharges and ad hoc recharges
· To be responsible for the timely collection of all debts following up with customers as necessary

Artist settlements

· Ensure the accurate and timely processing of all artist settlements by collating final event ticket sales reports, event recharges, signed contracts, event budgets, invoices and any additional items for consideration to co-ordinate sending the final settlement emails to artists, agents and other related parties
VAT

· Ensure the correct VAT treatment of all monies

Cashflow

· Managing the short-term cashflow for weekly payment runs

Intercompany transactions

· Ensuring that the relevant inter-company journals are posted in a timely manner each month for reconciliation between the KPMF and KPFT business entities

KPMFT balance sheet reconciliation

· Ensuring that the KPMFT balance sheet workings are updated on a monthly basis for month-end close

Management Accounting

· To undertake regular monthly reconciliations, collation of company credit card receipts and other accounts and documentation as necessary

PRS reporting

· Administrating the PRS process to eventual sign-off by comparing the monthly PRS quote with the concert analysis and querying charges and tariffs used where necessary 

HMRC FEU withholding tax returns

· Completion of quarterly HMRC FEU withholding tax returns within required deadline and maintaining accurate internal records of all payments made to foreign artists

Additional Duties: 

· Set up and training of new staff on accounting systems 
· To assist the Finance Controller and Finance Director as required and undertaking any other duties as required as appropriate to the grade and role of the post
· Regularly uploading event codes to finance software and updating the monthly ticket sales spreadsheet 
· Daily checking of accounts and settlement email inboxes, responding to correspondence
· Covering certain aspects of the monthly payroll process as and when required
· Comply with the KPMF equal opportunities and health and safety policies 

Requirements:

Essential

· Sound knowledge of financial accounting process and controls with some experience of working with processing purchase invoices, raising sales invoices, VAT, journals and reconciliations
· Proficient excel skills and other Microsoft Office apps
· Self-starter with the ability to work independently and accurately in a busy office environment, meet targets and adhere to critical deadlines
· Strong team player with the flexibility to adapt to changing business proprieties in a responsive manner and under pressure, as well as complying to policies & procedures and financial integrity
· Communication skills, including the ability to engage and communicate financial information to non-financial colleagues 
· Problem solving approach and willingness to call for help when faced with challenges
· Good organisational skills and time management skills

Desirable

· A keen interest in the arts/conferencing business
· Studying towards a recognised accountancy qualification (e.g. AAT/CIMA/ACCA) or equivalent experience 
· A good grasp of technical financial matters (e.g. VAT)
· Knowledge of Aqilla web-based accountancy system


