[image: ]


JOB TITLE: Assistant Director of Finance (Financial Services)



	School/Department: 
	Finance
	Grade:
	11
	Reports to: 

	Director of Finance

	Responsible for: 


	Financial Accountant

Payroll and Pensions Manager


	Summary of Main Job Purpose:
This role is a senior member of the Finance Team acting as a Deputy for the Director of Finance. The post holder will provide professional leadership on all aspects of University-wide financial services and will lead the Financial Services team having responsibilities for Financial Accounting, Finance Services (Cash, AR, AP), Payroll & Pensions, and will be responsible for the development and provision of financial services and guidance throughout the University. 

[bookmark: _Hlk213158108]The role holder will be required to liaise and build strong, direct working relationships with external stakeholders including Auditors, Banks, HMRC, collaborative partners and the Office for Students, ensuring that the University meets its statutory obligations in the key areas of financial accounting, audit and taxation.  





 
 Main Responsibilities/Duties
Financial Strategy & Policy

· Assist and support the Director of Finance in the development of the financial strategy and University 5-year forecasts.
· Support the Director of Finance in the due diligence and financial management of partnerships and Overseas Campuses.
· Ensure that the University’s Financial regulations, Policies and Procedures are clearly understood and implemented. Coordinate the drafting of additions/amendments where appropriate.
· Lead on improvements to processes and ways of working within the Finance department to maximise efficiencies.

Financial Accounting & Reporting

· Manage the processing and recording of all financial transactions, assets and liabilities in accordance with the University’s Regulations, Policies and Procedures ensuring a high standard of reconciliation and analysis work is carried out on a regular basis to provide assurance on the accuracy and completeness of the data.
· Produce statutory reports and accounts for the University and its subsidiaries.
· Lead the closing of the year end accounts, (in collaboration with the Director of Finance and Financial Planning & Analysis Team) and work with external auditors to resolve issues in a timely and effective manner.
· Coordinate reviews of legislative and other developments which may have an impact on the accounting policies and disclosure requirements in the statutory accounts. Submit position papers to the Director of Finance for discussion within the University and with External Audit. Draft accounting policy amendments for approval by the Audit & Risk Committee.
· Establish effective working relationships with auditors and participate in internal and external networks as required.
· Conduct investigations of issues which have been identified either through audit reviews or other routes, as instructed by the Director of Finance.
· Liaise with the University’s External Auditors on a regular basis ensuring that arrangements have been made for interim/final audit visits, audit recommendations are progressed, and reports are reviewed, including management comments before presentation to ARC.
· Identify and deliver university-wide training needs, advice and guidance relating to Finance issues and lead in the development and delivery of training sessions for academic and professional support colleagues to meet these requirements.


Financial Services

· Manage cash control, treasury services, debtors, creditors and contribute to the ongoing review of the University’s Treasury Management Policy.
· Ensure that the University optimises its position in terms of interest earned on deposits or interest avoided on late payments.
· Ensure that all cash transactions are accounted for promptly and accurately – including receipts for students fees, accommodation and other invoiced items.
· Act as the University’s online Banking System & Credit Card Administrator.
· Establish effective working relationships with collaborative partners (within the UK and Overseas).
· Overall responsibility for the Finance area on Teams, Staff Portal and website; reviewing information before it is published, ensuring the most up-to-date policies are available for staff and finance related announcements are published in a timely manner.

Payroll and Pensions

· Oversee the payroll and pensions service to the University ensuring reliable, accurate and timely payment of staff and third parties (e.g. HMRC, pension scheme providers, trade unions etc).
· Ensure year-end statutory deadlines are met including P60 tax statements and P11d declarations.
· Oversee the international payroll requirements, liaising with colleagues and external advisors as required.
· Assist the Director of Finance in negotiating and agreeing triennial pension contribution rates with the Local Government Pension Scheme. 

Compliance & Statutory Financial Returns including HMRC

· Ensure that the University’s UK and Overseas obligations regarding taxation and VAT are dealt with effectively and in accordance with the statutory requirements including contacts with HMRC and consultants retained by the University.
· Prepare the annual provision of Financial Information for Students and Vice Chancellor expenses for publication on the UCA website.
· Ensure all finance related Freedom of Information (FOI) requests are dealt with within requested time frame.
· Advise Leadership Team & Senior Management across the University on VAT and Tax implications of business proposals including partners/overseas campuses/.
· Assist the Director of Finance in the completion and submission of other statutory returns, e.g. Annual Financial Return (AFR), TRAC, APP.
· Oversee the University’s PCI compliance.
· Ensure that the University’s statutory obligations to Companies House are met.
· Act as the main point of contact within the Finance Department for GDPR. Liaise with The University’s Data Protection Officer to ensure the Department is following latest guidance and regulation.

University Subsidiaries/Associates/Collaborative Partners

· Oversee the Financial reporting for all University subsidiaries/Associates/Collaborative Partners (UK & Overseas), to include statutory accounts, VAT/Tax Returns, scenario planning and coaching & mentoring to on-site staff.

Other Finance Duties

· Deputise for the Director of Finance as required including representation at senior management level and the Board of Governors / Audit & Risk Committee, when required.
· Act as the principal contact for Financial Pension Reporting to include Enhanced Pension, FRS102, TPS audit, liaising with LGPS and Actuary’s and attending external pension AGMs. 
· Authorise BACS payment runs and act as a principal bank signatory in accordance with delegated authority from the Director of Finance.
· Assist and advise the Director of Finance with financial technical, legislative and compliance queries relating to Collaborative Partnership arrangements and Commercial Activity.
· Undertake benchmarking internally and externally to assist with Strategic planning and decision making.
· Lead the development and maintenance of Finance ‘desktop’ procedural instructions.
· Promote financial awareness across the University, especially in relation to the utilisation of resources thereby maximising performance and ensuring value for money.

Professional Development
1. Keep up to date with legislation and development in the accounting profession and advise the Director of Finance on issues which might affect the University.

 Other Duties

· To undertake such other duties as are within the scope and spirit of the job purpose, the job title, and the grade.
· Maintain and promote health, safety & wellbeing awareness and commitment within the framework of the University’s Health, Safety & Wellbeing policy.
· Take responsibility for health and safety of yourself and others in carrying out the duties of the role.
· To promote equality, diversity and inclusion in your performance of your duties.

· To actively participate in learning and development to meet the requirements of your role and the University.
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Selection Matrix

This matrix identifies the criteria needed to be effective in the position.  These will be used for selection purposes. 
	[bookmark: _Hlk109211881]Criteria

	Essential
	Desirable
	Used to shortlist (max of 5)

	Qualifications 

	
	A recognised professional accounting qualification with a minimum of 4 years post qualification experience OR significant, relevant vocational experience, demonstrating clear professional development through a series of progressively more demanding roles, and the acquisition of appropriate professional or specialist knowledge.
	☒	☐	☒
	Knowledge & Experience

	
	Demonstrate significant experience and detailed knowledge of Audit, financial control, statutory and regulatory reporting including FRS102, VAT and Tax returns and leading change to ensure processes are effective and efficient.
	☒	☐	☒
	
	Demonstrate financial and commercial awareness with understanding of investment appraisal, business planning and cost benefit analysis.
	☒	☐	☒
	
	Proven effective leadership skills, able to lead a team and delegate responsibility as necessary.
	☒	☐	☒
	
	Experience and understanding of Higher and Further Education environments.
	☐
	☒	☐
	
	Demonstrate a good understanding of key control features and the reporting analysis capabilities of computer based accounting systems.
	☒	☐	☐
	Ways of Working 

	
	Demonstrate excellent report writing skills setting out clear and concise recommendations on the basis of thorough and persuasive evidence.
	☒	☐	☒
	
	Excellent interpersonal, communication and customer service skills with an ability to present and communicate complex accounting reports/issues to the Leadership Team, Senior Managers and other staff with energy and enthusiasm using straight forward, inspiring language that is tailored to the audience.
	☒	☐	☒
	
	Demonstrate the ability to lead, coach and manage a Team including staff appraisal to develop staff to achieve their potential.
	☒	☐	☒
	
	Ability to work in a supportive role within a team, collaborating with colleagues, innovate and motivate others.
	☒	☐	☐
	
	Demonstrate the ability to use advanced IT including MS Excel – e.g. pivot tables, If Statements and V lookups and MS Word coupled with computer-based accounting systems e.g. Unit4 Business World.
	☒	☐	☐
	Personal Attributes/Behaviours

	
	Demonstrate a confident and persuasive approach in negotiations and when dealing with staff at all levels.
	☒	☐	☒
	
	Demonstrate the ability to work under pressure, with a high workload and to a high level of accuracy to meet deadlines (and achieve personal and team objectives) with minimum supervision and using own initiative.
	☒	☐	☐


Does this role require a DBS check?		No
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