DESIGNED TO ENTERTAIN & AMAZE

ASSISTANT MANAGEMENT ACCOUNTANT
Role Profile & Job Description




LEEDS CASTLE

JOB DESCRIPTION

JOB TITLE:

REPORTS TO:

DEPARTMENT:

Assistant Management Accountant
Finance Manager

Accounts

LOCATION

Leeds Castle is a stunning, 900-year-old moated castle, set
in 500 acres of Grade Il listed parkland, situated in the
beautiful Kent countryside. The Castle has been open to
the public through the Leeds Castle Foundation since 1974
and continues her story as a glamorous retreat and popular
visitor attraction.

PURPOSE

The Assistant Management Accountant will support the
Finance Manager in the delivery of accurate, timely, and
insightful financial information across the organisation.
The role will contribute to the month-end management
accounts process, balance sheet reconciliations, budgeting
and forecasting activities, Sstatutory compliance, and
continuous improvement initiatives within the Finance
Department.

The successful candidate will demonstrate strong technical

accounting skills, excellent attention to detail, and the
ability to build effective working relationships with
colleagues across the organisation.

KEY TASKS

o Support the Finance Manager in the preparation and completion of month-end
management accounts.
Prepare and post month-end journals, including accruals, prepayments, and
other accounting adjustments, ensuring accuracy and compliance with
accounting standards.
Maintain and reconcile balance sheet accounts, investigating and resolving any
discrepancies in a timely manner.




Reconcile intercompany accounts and proactively investigate and resolve any
variances.

Perform regular cashbook reconciliations, ensuring all receipts and payments
are accurately recorded and posted across Leeds Castle Foundation and Leeds
Castle Enterprises bank accounts.

Assist with the preparation and submission of quarterly VAT returns, ensuring
compliance with HMRC requirements.

Support the Accounts Assistant with managing the Functions control process.
Provide cross-functional support and cover within the Finance Department as
required.

Raise and process sales ledger invoices, ensuring accuracy and timely issuance.
Assist with the preparation of information and responses required for external
audit reviews.

Support the Finance Manager in the preparation of quarterly forecasts and
annual budgets.

Contribute to the ongoing review and enhancement of financial policies,
procedures, and internal controls.

Assist with finance-related projects and process improvement initiatives as
required.

Build and maintain positive working relationships with managers and budget
holders across the organisation, working collaboratively, providing financial
Support and guidance where appropriate.

SKILLS, KNOWLEDGE, EXPERIENCE REQUIRED

Essential

AAT qualified or studying towards a recognised accounting qualification.
Previous experience in a finance or accounting role, including exposure to
month-end processes and account reconciliations.

Experience preparing or supporting VAT returns.

Strong numerical and analytical skills with excellent attention to detail.
Proficient in Microsoft Excel and other Microsoft Office applications.

Excellent organisational skills with the ability to manage competing priorities
and meet deadlines.

Excellent interpersonal and communication skills, with the confidence to liaise
effectively with stakeholders at all levels.

Ability to work independently while contributing positively within a team
environment.

Highly organised and methodical in approach.

Proactive and solutions-focused.

Committed to continuous improvement and professional development.

Strong commitment to accuracy, integrity, and confidentiality.

Collaborative and approachable, with a customer-focused mindset.

Strong analysis/business intelligent skills




Desirable

Experience of VAT Partial Exemption.

Knowledge of Gift Aid regulations and administration.

Experience of accounting for grants and restricted funds.

Previous experience within the charity or not-for-profit sector.

Experience supporting budgeting, forecasting, and supporting management
accounting related activities.




In addition to your main areas of responsibility, the values and behaviours that are required
from all our people for the successful delivery of our vision and strategy are summarised
below:

To be the South’s top heritage destination for relaxation, hospitality & experiences
that surprise & delight

VISION

WELCOMING: Everyone is treated as a valued guest

BEHAVIOUR: We welcome our guests with warmth & the personal touch, going the extra mile to
make sure guests have a fabulous experience, while keeping them safe. We are inclusive,
welcoming people of all races, genders, ages, sexualities & abilities. We build connections with
communities & partner organisations to reach those who experience barriers to visiting.

SURPRISING: We are a living, breathing heritage site, a place that uses its assets with joy. We
look at life through a different lens, seeking surprising hidden stories & new approaches

BEHAVIOUR: We are curious, think laterally & always look for the Leeds Castle ‘twist’ to make
us stand out. We are agile, flexible & open to change.

VALUES:

ENDURING: As estate custodians, we understand our assets, think long-term in caring for &
improving them & leaving a healthy, positive legacy for future generations.

BEHAVIOUR: We manage finances for the long-term, investing wisely & monitoring payback.
Staff spend charitable funds prudently, always seeking best value. We minimise environmental
footprint & work towards net zero carbon emissions. We plan regular maintenance & capital
projects to protect our assets, doing the job properly & once. Our decision making Is ethical,
transparent & has integrity.

NURTURING: We continue the estate tradition of looking after our people & communities.

BEHAVIOUR: We respect different skills, experience & views. We work as one team, supporting
& developing staff, recognising this is a lifestyle, not just a job. We take ownership of challenges
& opportunities, successes & failures, always learning from experience. We are a good neighbour
& partner, with a positive influence in Kent and beyond.

All candidates will be recruited against the above criteria regardless of their sex, racial, ethnic
or national origin, disability, age, sexuality or responsibilities for dependents. We value a
diverse workforce and celebrate our differences

This Job Description is not exhaustive. You should be aware that you may be required to
perform other duties as required. By signing this job description, you are confirming that you
have read and understood all of the content within this job description and agree to adhere to
the description whilst carrying out your role as Assistant Management Accountant.




