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JOB DESCRIPTION
POST:


Senior Accountant


POST REF:



TBC



SCHOOL/ DEPARTMENT:


Finance
GRADE:


7 


REPORTING TO:


Head of Finance


MANAGEMENT RESPONSIBILITY:     
Financial Accountant; Assistant Accountants; Finance Technician

JOB PURPOSE:

To deliver relevant, accurate and timely financial information for internal and external stakeholders.

To ensure the financial management processes of the University are delivered in accordance with the highest governance and professional standards and all decisions are made with the benefit of clear and timely financial information and advice.

To support and advise the Executive Director of Finance and the Head of Finance on actions to improve financial performance, make best use of assets and resources and deliver Value for Money.

DUTIES AND RESPONSIBILITIES:

· Preparation of timely and accurate statutory annual report and accounts complying with relevant guidance

· Preparation of annual budgets, forecast outturn and five year forecasts for schools and directorates including income, revenue expenditure, capital and cash flow within appropriate timescales to meet internal and external reporting requirements
· Ensure the preparation of monthly financial performance reports to include statement of income & expenditure, capital expenditure, balance sheet, cash flow and KPIs for Executive Board, Academic Leadership Team and Professional Services Leadership Team highlighting the forecast outturn and explaining significant variances from budget.  

· Provide financial support and advice to senior managers, review financial performance and propose suggested actions to improve financial outturn and maximise value for money

· Verification and sense-checking of downloaded data from business systems (e.g. Personnel staff database, Registry student database, Timetable system database) and reconciliation/cross checking to inform the budget and reporting processes.
· Monitor the financial performance of the University, highlighting areas of concern and recommending opportunities to the Head of Finance.

· Maintain effective collaborative relationships with all stakeholders, both within the University and externally to ensure that expectations are met and managed.  In particular with external funding bodies, ERDF, research councils, internal and external auditors and contractors eg: Catering and Security

· Drafting and developing financial policies and procedures

· Exercise line management of direct reports, including setting objectives and monitoring performance through informal measures and PDR. 

· Providing a professional service of top quality financial advice including:

i) Supporting University decision making through appropriate costing and pricing models and engagement in contract negotiations and reviews. 

ii) Anticipating senior managers’ information requirements and providing information in an appropriate manner to enable them to make business decisions

iii) Supporting Heads of Schools and Directors with the submission of bids, providing advice with regard to financial regulations and ensuring a control framework is in place to monitor funds and expenditure in compliance with funding body regulations.
iv) Training budget holders and University staff to ensure understanding of financial performance and compliance with University financial regulations and procedures

v) Financial modelling, including sensitivity and scenario reporting and analysis.

vi) Preparation of financial risk assessment reports and analysis.

vii) Manage, develop and maintain the resource allocation process and model to determine the cost effectiveness of programmes and modules, and to recommend suggested improvements to senior management.

viii) Identification of income, cost and investment improvement opportunities by reference to good practice and benchmarking data.

· Ensure the timely and accurate production of external returns including TRAC, TRAC(T), NCTL audit return, HESA finance return, Gift aid return. 

· Ensure compliance with VAT and tax regulations and reporting requirements

· Exercise line management of direct reports, including setting objectives and monitoring performance through informal measures and PDR. 

· Provide financial information to support other departments in the production of external returns including Estates Management Survey, WP strategic assessment, OFFA.

· Develop and support inter relationships between finance staff and other departments to improve the efficiency and quality of information flow 

· Develop finance reporting systems including appropriate integration with University requirements aligned to changing internal and external influences

· Analytical review of both financial and non-financial external returns and financial accounts to ensure reasonableness, consistency, accuracy and to assess potential impact
plus

· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained

· Promote equal opportunities in the work of the department to include a commitment to the International Strategy of the University

· Ensure compliance with relevant legislation and statutory codes of practice, as advised

· Participate in the arrangements for performance review
· Ensure that professional skills are regularly updated through participation in training and development activities

· Ensure all University policies are implemented within the remit of this post
HEALTH & SAFETY
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 


PERSON SPECIFICATION



POST TITLE:



Senior Accountant
SCHOOL/ DEPARTMENT:

Finance
The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 
	REQUIREMENTS

The postholder must be able to demonstrate:
	ESSENTIAL (E)

DESIRABLE (D)

	MEASURED BY:

A     Application form

I      Interview

T/P Test/Presentation

	EDUCATION/TRAINING

(Academic, vocational/professional and other training)

	Professional accounting qualification

Evidence of on-going and appropriate professional CPD activity


	E

E
	A

A

	KNOWLEDGE & EXPERIENCE

(e.g. report writing, office experience, Microsoft office)

	Significant and successful post-qualification finance experience

A successful track record in financial, human resource and project management.

Successful experience of preparing budgets and management & statutory accounts for a complex organisation

Successful experience with computerised accounting systems

Experience of presenting complex issues to lay people in a clear and concise manner

Evidence of on-going, appropriate professional engagement 

Understanding of the financial and funding situation in UK higher education.

Prior experience in higher education


	E

E

E

E

E

E

D

D


	A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I



	
	
	

	
	
	

	SKILLS/ATTRIBUTES

(e.g. communication, interpersonal, decision-making, problem-solving, team player, reliable)

	Ability to motivate, inspire and lead staff and manage them to achieve delivery

Demonstrable ability to translate plans into effective action

Demonstrable commitment to continuous improvement 

Able to contribute to the strategic and business planning of the University

Able to lead and effect change and to take a strategic and innovative approach to issues

Able to design and develop new systems

Able to generate innovative solutions in response to challenges

Excellent critical and analytical skills with an attention to detail and focus on accuracy.

Excellent interpersonal skills with the ability to build effective working relationships with non-finance professionals and key external contacts.

Demonstrable excellent communication skills, both written and oral, with the ability to influence.

Commitment to equality of opportunity, with the ability to deal effectively with diversity issues at line management level


	E

E

E

E

E

E

E

E

E

E

E
	A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

I

I

A/I



	BEHAVIOURS
Behaviours will be tested at interview against the Contribution Framework (available on the recruitment web site under Our Culture & Values - Values & Principles) www.yorksj.ac.uk/values-and-principles

	Leading myself and others

Delivering a great service

Taking a professional approach

Working together as a team
	E

E

E

E
	I

I

I

I

	SPECIAL FEATURES

(e.g. Travel, DBS)

	


This is not a comprehensive definition of the post.  Postholders are expected to undertake any work that comes with the remit of the post’s main objective.  This job description will be kept under review and may be changed at any time subject to consultation with the postholder.




















