
    
 

The Company 
The Royal Lyceum Theatre Edinburgh is the leading producing theatre in Scotland and one 

of the United Kingdom’s most prolific theatre companies. 

 

The Lyceum is led by Artistic Director David Greig and Executive Director Mike Griffiths who 

have developed a reputation for innovative, artistically exciting, high-quality theatre, 

drawing upon the considerable talent in Scotland as well as developing award-winning work 

with national and international partners. Our co-productions and collaborations with 

national and international theatres represent a core strand of the company’s strategy to 

extend the life of The Lyceum’s productions and to present the company’s work across the 

UK and abroad.  This was recognised by our nomination for Regional Theatre of the Year in 

The Stage Awards 2020.  

 

The Lyceum is committed to being a truly civic theatre rooted in the community, diversifying 

voices, entertaining, challenging and inspiring all the people of Edinburgh. Therefore, a very 

important part of The Lyceum’s offering is a well-attended and varied programme of 

engagement, outreach, youth theatre and schools’ projects delivered by our Creative 

Learning team.  As well as excelling creatively, the company has developed deeper links to 

the community and is expanding its artist development opportunities.  

 

The theatre with its seating capacity of 658, is a magnificent example of late Victorian 

theatre architecture. Our offices and rehearsal space are directly across the road, and our 

scenic workshop and wardrobe-making departments are situated at Roseburn, which is a 

little over a mile away from the theatre.  

 

The Royal Lyceum Theatre Company is an equal opportunities employer. The Royal Lyceum Theatre 

Company Ltd is a Charity registered in Scotland. No. SC010509. 
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Job Description, Terms & Conditions: 
 

JOB TITLE: Finance Manager  

LOCATION: Lyceum Office (Hybrid office/remote working), Edinburgh 

SALARY £32,000-£37,000 per annum (depending on experience), plus 

pension and benefits 

TERMS: Full-Time (35 hours), Permanent 

RESPONSIBLE TO: Director of Finance and Administration 

MAIN PURPOSE OF POST:  
This is an exciting opportunity for a Finance professional who enjoys collaborating with the business 

and wants to contribute towards the growth and the strategic financial goals of The Lyceum.  

To assist the Director of Finance and Administration in all aspects of the finance function. In the 

production of the monthly management accounts and oversee the day to day running of purchase 

ledger, sales ledger and cash and banking. 

KEY RESPONSIBILITIES: 
Sales ledger  

• Raise sales invoices as requested by the Senior Management Team. 

• Produce aged debtors reports for review with the DF&A. 

• Reconciliation of customer accounts including Credit Control. 
 
Purchase Ledger/Cash and Banking 

• Review the reconciliation of supplier accounts and balance sheets ensuring the records of 
Xero Purchase Ledger are accurate and up to date. 

• Review and ensure the records of the Zahara PO system is accurate and up to date. 

• Reconciliation of the Bank Accounts. 
 
Payroll 

• Review the weekly and Monthly core staff and Actors payroll produced by the Finance. 
officer and provided summary approval to the DF&A. 

• Reconcile payroll journals and recharges, create PI’s for payroll deductions.  

 
Management Accounts 

• Income Recognition of Ticket Sales using our ticketing software Spektrix and reconciling to 
the bank. 

• Show and project reporting and settlements. 
• Working closely with Development team to ensure receipting of Income on our CRM system. 
• Balance Sheet Reconciliations including intercompany transfers. 
• Responsible for the Trading company accounts full Profit and Loss and Balance Sheets. 
• Working closely with the Commercial Manager on the Bar Income, Bar Cost of Sales/Stock 

management, and improving the Commercial Income. 
• Preparation of management accounts and analytics for review with DF&A. 



    
 

• Preparation of departmental reporting of actuals against budgets, forecasts, and ad hock 
reporting as required for review with DF&A. 

• Ensure good financial controls are in place and followed throughout the business. 
• Audit Preparation and participation. 

 

 Person Specification 

Essential 
• Finance qualification (CIMA/ACCA/ACA), part or fully Qualified – Study support available. 

• Strong Finance knowledge. 

• Strong interpersonal skills, ability to build effective relationships. 

• Ability to regularly overcome obstacles whilst maintaining a positive attitude. 

• Ability to work under own initiative and as part of a team. 

• Attention to detail. 

Desirable 
 

• Experience in the Charity Sector. 

• Active interest in theatre. 

 

HOW TO APPLY: 
 
Send your application to jobs@lyceum.org.uk including Finance Manager in the subject line. 
 
Please apply in writing with the following information: 

 

• An up-to-date CV highlighting relevant experience, not more than 2 sides of A4. 

• Covering letter setting out how your skills and experience meet the person specification. 

• Names and contact details of two referees. 

 

We encourage applications from the global majority, disabled, neurodiverse, the LGBTQIA+ 

community, and those who feel they are underrepresented in the current Lyceum workforce.  

Please note that if you don’t feel you fit the essential criteria of the role but would still like to apply, 

we encourage you to do so with further information about why you’re a great fit. If you would like to 

apply through an alternative means, such as video or audio file, you’re welcome to do so.  

To discuss the roles and interview process further, please contact: jobs@lyceum.org.uk  

 

Closing date for applications Monday 15th August 2022. 

If you have been selected, we intend to organise interviews between Thursday 18th  - Friday 26th 

August 2022. 
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