
Arc Centre and Gallery
Unit 33M,  Vauxhall Industrial Estate
Greg St,  Reddish,  Stockport  SK5 7BR

t: 0161 480 7731     |     e: info@arc-centre.org

Our Ref:

Dear Applicant

Re: Finance Officer Post

Permanent - £  13,192 - £14,054 per annum, depending on experience, for a 22.5 hour week.

Thank you for your interest in the above post. To help you with your application, you should 
read this letter and the accompanying information pack before completing your form.  It is 
your responsibility to ensure that all requested information is provided.

We do not accept Curricula Vitae (CV’s).  It is, therefore, important that you fully complete each
section of our application form, giving the information requested.  

LATE APPLICATIONS WILL NOT BE ACCEPTED EVEN IF DELAYED DUE TO TECHNICAL 
REASONS.

Candidates who fail to provide sufficient information on which a panel might determine their 
eligibility for the post will not be shortlisted.

You should complete the application form in black ink in block letters if handwriting or you 
may type directly on to the application in typescript.

We have an equal opportunity policy and endeavour to ensure that selection for jobs, training 
and promotion is carried out fairly and based on job related criteria.  In order for us to properly 
assess your application, it is important that you complete the form as fully as possible, 
demonstrating how your skills/experience relate to those described in the advert and Person 
Specification.   The panel will shortlist only on the basis of the information provided on your 
application form.

The closing date for receipt of application forms is 13/07/18 and applications received after 
this date will not be considered.  If you have not been contacted further in writing on or before 
25/07/18, you will not have been short-listed for interview.  

Interviews will take place on 31/07/18

If you have any disability which prevents you from completing the application process, please 
contact me to discuss what further assistance you require.

The successful candidate will be required to provide proof of essential qualifications and also 
provide documentary evidence of their eligibility to work in the United Kingdom.  We will also 
undertake a DBS check, and require you to disclose any spent convictions.
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Background
Arc is a mental health charity based in Stockport which uses creativity to help people who are 
experiencing mental illness to rebuild relationships, manage their mental health and increase 
their wellbeing.   

The Arc Centre provides a holistic model of support in which vulnerable adults and young 
people  learn news skills, take on volunteering and paid work opportunities. 

The Arc Centre studios also host a public programme of creative workshops and we curate  
regular exhibitions in our gallery. 

We run regular outreach projects in Stockport’s most deprived neighbourhoods,

Arc has built a strong reputation for the quality and impact of our work. which is now 
expanding well beyond Stockport. Further details of what we offer can be found on our web 
site http://arc-centre.org/

If successful you will play a key role in  a vibrant team of committed professionals who work 
closely together in running the organisation.

The Role
The Finance Officer takes responsibility for the day to day accounting, financial management 
and financial reporting. They are part of the senior staff team reporting directly to the CEO and 
Finance Director. This is a permanent part-time post. In addition to the salary you will be 
entitled to matched pension contributions of 5% of your basic salary and the prorata equivalent
of the 24 days holiday entitlement of a full time employee.  

We are looking for someone with strong finance and administration skills, who is experienced 
with bookkeeping IT systems, spreadsheets and word processing.  We currently use  Intuit 
online quickbooks for our bookkeeping. You will work to ensure that all financial transactions 
are accurately recorded and controlled. 

We want someone who is a strong colleague that will find the right way to work with all team 
members and with the trustees, supporting them with accurate management reporting for the 
organisation, individual projects, individual budgets and grants. 

I would like to thank you for the interest you have shown in this post and I look forward to 
receiving your application form.

Yours sincerely

Michael Anderson
CEO

Encs
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