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POSITION OVERVIEW 
 

Job Title: Japan House London: Director of Finance and Compliance 
 
Reports to: Director General 

Contract:  Permanent 

Location: Japan House, 101-111 Kensington High Street, London W8 SA 

Hours:   Full-time hours  

 

BACKGROUND OF JAPAN HOUSE LONDON 
 

The Government of Japan has chosen London as one of three key cities around the world in 
which to launch Japan House, an innovative Japanese cultural centre with the aim to broaden 
knowledge and understanding by showcasing all variety of cultural, social, and economic 
aspects of Japan. Opening in late 2017, Japan House London will comprise a theatre, 
exhibition space, Japanese restaurant and an entire floor of social retail space offering visitors 
an immersive encounter with Japan. Two other Japan Houses are opening in Los Angeles and 
São Paulo. 

Japan House London will promote the innovative and creative aspects of Japan - everything 
from food and drink, arts, high-quality products, language, culture and theatre to design, 
architecture, travel, fashion and the latest technology. Japan House London will offer an 
immersive encounter with Japan through an exciting and diverse range of events, workshops, 
seminars and exhibitions.  

  

KEY RESPONSIBILITIES 
 

The Director of Finance and Compliance will ensure: 

Financial Administration and Reporting 

• Ensure that all of the company's financial practices are in line in statutory regulations and 

legislation 

• Analysis of the financial climate and market trends to assist senior executives in creating strategic 

plans for the future 

• Interpret complex financial information and provide updates and information as needed 

• Monitor cash flow, accounts, and other financial transactions 

• Management of periodic accounts close (Monthly/Quarterly/Annual) 

• Implementation of new financial/accounting system (Schedule to be confirmed) 



• Liaison and reporting, as required, with MoFA 

• Preparation of financial statements in accordance with accounting standards in UK GAAP 

• Development and management of financial analysis tools 

• Prepare official reports on a monthly and annual basis 

 

Governance and Compliance 

 

• Act as a company secretary also as a point of communication between the board of 

directors and company 

• Organise and prepare agendas and papers for board meetings, committees and annual 

general meetings (AGMs) 

• Oversee policies, making sure they are kept up-to-date and referred to the appropriate 

committee for approval 

• Maintain statutory books, including registers of members, directors and secretaries 

• Completion of annual statutory report/audit and its filing to Companies House 

• Completion of annual audit and its filing to Companies House 

• Liaise with external regulators and advisers, such as lawyers and auditors 

• Develop and oversee the systems that ensure the company complies with all applicable 

codes, in addition to its legal and statutory requirements 

• Seek out methods and practices to minimise financial risk 

• Act as a company secretary also as a point of communication between the board of 

directors and company 

 

Tax Compliance 

• Overview of tax administration in conjunction with external tax consultant 

 

Budget and Forecast 

• Oversight of procurement procedures 

• Preparation and creation of annual budget/forecast 

• Liaison with Japan House London budget holders 

 

Management 

• Supervise financial manager and assistants and other employees in the facilitation of day-

to-day operations, including tracking financial data, invoicing, payroll, etc. 

• Proactively work to improve efficiencies through continual systems review and 

development 



• Keep up-to-date with best practice and technical/systems developments in the finance 

field 

• Maintain and update all systems and process documentation 

• Update and implement financial policies and procedures 

 

 

KEY RELATIONSHIPS 

 

Internal 
 

• President of Japan House London 

• Director General of Japan House London 

• Directors (Programming and PR) 

• Operations Manager 

External 
 

• The Ministry of Foreign Affairs in Tokyo 

• Commercial Operators (Retail and Restaurant) 

• External Auditors 

 

PROFESSIONAL QUALIFICATIONS  

 

Qualifications 
 

• ACA, CIMA or ACCA qualified or 

• A bachelor’s degree or above in finance or accounting filed 

 

PROFESSIONAL KNOWLEDGE/EXPERIENCE/CAPABILITIES 

 

Knowledge 
 

• Good knowledge of UK GAAP is essential. 

• Good knowledge of UK tax regulations would an advantage. 

• Knowledge of Xero or any other ERP systems would be an advantage. 

• Competency in Microsoft Excel/Word/PowerPoint is an essential requirement. 



Experience 
 

• At least 5-8 years’ experience of finance operations. 

• Experience of staff management is essential. 

• Experience with audit is essential. 

• Experience with XERO or any other ERP system. 

• Experience of developing and implementing governance and procedures. 

Capabilities 
 

• Excellent interpersonal and communication skills, with the ability and persuasive skills to 

explain complex financial information and procedures to non-specialist staff. 

• Flexible approach to developing and adopting new systems and procedures in a maturing 

environment 

• Excellent written and spoken English, proficient to high business language standard. 

• Japanese language skills would be an advantage. 

• Ability to work collaboratively in a complex governance environment. 

• Ability to adapt to changing environments and challenge the status quo. 

 

HOW TO APPLY 

 
To apply for this role please email us your CV and quote the job title ‘Director of Finance and 

Compliance’ in the subject line. 

Please note that in line with the requirements of the Asylum & Immigration Act 1996, all 

applicants must be eligible to live and work in the UK. Documented evidence of eligibility will 

be required from candidates as part of the recruitment process. We cannot offer visa 

support. 

mailto:info@japanhouselondon.uk?subject=Job%20Application:%20Director%20of%20Finance%20and%20Compliance

