Thaddaeus Ropac

London Paris Salzburg Milan Seoul

FINANCE MANAGER

Sales

Invoice generation (Sales and Miscellaneous) in accordance with tax and AML regulations
Assist Sales Team with
*  Tax queries regarding the shipping of artwork both domestically and internationally
»  US state sales tax queries
*  Artist Resale Right queries and calculations
Manage the Anti Money Laundering (AML) procedures, policies and training
Maintaining sales reports and analysis for the gallery founder and Executive Director
Creation and management of exhibition and art fair budgets

Bookkeeping

Posting supplier invoices to Sage

Weekly payment runs

Posting sales invoice to Sage

Bank reconciliations

Journal entries in conjunction with an external bookkeeper

Finance and HR

Cashflow management (multicurrency) maintaining a cash position report for use by the gallery founder
Management of expenses, staff reimbursements and card payments e-platform

Preparation of payroll file for external provider

Monthly payment of salaries

Quarterly sales commissions calculations and payments

Point of contact for the gallery’s pension and healthcare plans

Maintaining effective internal controls

Taxation

UK VAT and ONS submissions

Liaise with HMRC for VAT queries/audits

US monthly state sales tax submission (5 States)
Primary point of contact for the annual audit

Ad Hoc reporting

Corporate Tax payments

Assist in import tax queries when required

Management Accounting

Prepayments and Accruals
Stock/Inventory track
Assist with Management Accounting reporting when required

Skills, Experience + Qualities

Sage 50 experience preferable but not essential

Advanced Excel and Google Sheets skills

Working knowledge of UK VAT in relation to the movement of artwork
Previous experience working at a commercial art gallery

Ability to work autonomously with minimal direct supervision

An interest in the art world

Education
Would suit a recently qualified chartered accountant (ACCA/ACA/CIMA) or AAT with at least 5 years post-
qualification experience.
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