
 

 

 

 

Financial Administration Assistant 

Freelance contract c.1 day a week for three months initially. 

Nevill Holt Opera (NHO) is seeking a freelance Financial Administration Assistant to support NHO’s Financial 

Administrator for one day each week for three months, with the possibility that this term will be extended.  

About Nevill Holt Opera: Nevill Holt Opera, based on the beautiful Nevill Holt estate in Leicestershire, runs a 
summer opera festival; winter and spring seasons; and a year-round education programme for young people across 

the Midlands. We are a small team, but passionate about the potential for music and opera to change lives. Find out 

more about Nevill Holt Opera.  

Core Tasks 
● Update purchase ledger (within SAGE) with authorised invoices and subsequent payments 
● Prepare payment requests to Financial Administrator to ensure suppliers terms are met  
● Update sales ledger (within SAGE) with invoices raised and settlement received 
● Debtor reporting and reconciling 
● Record membership income received via GoCardless (our Direct Debit provider) into SAGE 
● Update SAGE with other purchases and receipts (including credit card spend/receipts; receipts from 

website commerce) 
● Perform regular reconciliations for the company credit card 
● Prepare the quarterly VAT Returns 

 
Additional tasks (time-dependent) may include: 

● Assist in the preparation of periodic Gift Aid claims 
● Assist in the preparation of annual Theatre Tax Relief claims 
● Assist with the preparation of management information 
● Assist with the preparation of statutory financial reporting material 
● Assist with maintaining membership information held in the CRM system 

Essential Experience and Attributes 

● Very organised, with good attention to detail 
● An interest in financial administration, with the desire to learn  
● A self-starter, who can take responsibility for tasks allocated  

Desirable Experience and Attributes 

● Practical experience of SAGE accounting software 
● Some experience in financial administration either as a bookkeeper, accountant, trainee accountant or 

similar 
● Experience of streamlining financial systems and processes 

We support both virtual and flexible working, and would like to hear from individuals from all backgrounds. If you 
would like to organise a confidential discussion about this position, we would be delighted to hear from you. Please 
contact Annie Lydford (Managing Director) – al@nevillholtopera.co.uk.  

We are able to pay a day rate of between £90 - £110, dependent on experience 

Key dates 

We would like to have someone in place ready to start as soon as possible in 2021. We will be speaking to candidates 
on a rolling basis throughout December, so please send your CV and a note outlining why you would be interested in 
this position to admin@nevillholtopera.co.uk at your earliest convenience. Thank you.  
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