
Finance Officer Advertisement 

Salary range: £20,000 - £25,000. 

37 hours full-time (part-time considered) 

Braintree District Museums Trust (BDMT) is a charity devoted to conserving and celebrating the 
diverse heritage of the large District of Braintree.  It comprises a former Victorian School on Manor 
Street, as well as the handsome Warner Textile Archive, nowadays housed in one of the distinctive 
timber slatted weaving sheds.  Led by a dynamic and diverse trustee board, staffed by experts in 
their field and supported by a vigorous and active team of volunteers the organisation has ambitious 
plans to grow and thereby achieve its mission and goals. 

We wish to appoint an experienced and reliable Finance Officer to be responsible for BDMT’s day-to-
day financial processes, transactions, and accounting systems.  This is a flexible opportunity for an 
enthusiastic person to become a team member within the operations of a creative, youthful and 
engaged charitable organisation, making a great difference for good with schools, visitors, 
academics, and Braintree District’s citizens. 

You will report to our Museums Manager on a day-to-day basis and work collaboratively with staff 
and the Trust board members. As our Finance Officer you will be responsible for: 

• General bookkeeping and implementation of financial processes using our Sage Accounts 50 
and Instant Payroll software, producing and maintaining up-to-date and properly organised 
accounts to ensure:  

o Timely and accurate collection of income 

o Processing salaries and expenses 

o Prompt and accurate payment of suppliers 

• Following the accounting policies and procedures for BDMT and any related interests. 

• Supporting the operations by assisting with project and fund reporting and annual 
budgeting. 

• Efficient month-end procedures. 

The role requires someone who has prior accounting and bookkeeping experience and who is caring, 
conscientious and has an eye for detail. If this sounds like you, this could be your opportunity to join 
our inspiring team within an exciting and much loved charity. 

We envisage this as a full time role but would be happy to consider part-time hours for the 
candidate with the right experience. 

 


