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Job Description

	Job title:
	Finance Administrator

	Department/Faculty:
	Faculty of Science

	Responsible to:
	Faculty Finance Officer

	Grade:
	5

	Location:
	Faculty Finance Office


	Purpose of the job: 

	To support the Finance Manager and Officer in the provision and effective and efficient operational financial management services across the Faculty, ensuring compliance with the University’s financial regulations and procedures.  To act as a source of advice to academics and other staff on day-to-day financial matters. In particular, the post-holder will provide support to grant holders in the Faculty, in respect of the provision of timely, regular and accurate financial information. In doing this they will be in regular contact with the Faculty Accountant as well as the Finance Manager and other members of the Finance Office. 




	Staff management responsibility:

	N/A




	Responsible to: 

	Faculty Finance Officer



	Duties and Responsibilities: 

	The post holderwill provide financial advice and support to grant holders in the Faculty, to assist in the monitoring of short courses and conferences, sundry grants and consultancies and to assist the Finance & Research Support Manager in the execution of their duties.

You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  This will form part of your substantive role and you will not receive additional payment for these activities.
The post is Faculty based and there may be occasions when the post holder’s role and skill set may be required elsewhere within the Faculty, so flexibility will be essential.

 

	1.
	Information Management/Research Support

(i) Provision of support to the Faculty Finance Manager in respect of Annual Planning.  This includes providing forecasts of income anticipated in future years and preparing the departments’ overhead estimates.
(ii) The provision of financial information to grant holders ensuring that individual budgets are adhered to.
(iii) To analyse all research projects held by grant holders within specified 
Departments. 
(iv) The provision of regular and accurate reports to the Principal Investigators (PI) indicating the percentage of budget used against heading.  

(v) Assist in the end of year reconciliation (July/August), in conjunction with the University Financial Department, ensuring that Debtor and Creditor reports are completed accurately, recording income and expenditure into the correct financial year.

(vi) To assist in the monitoring of short courses and conferences, sundry grants and consultancies.
(vii) To check expenditure on grants before the submission of the final claim and to liaise with the PIs to ensure all expenditure has been costed to the project and is correct

(viii) To monitor overheads on research grants and consultancies.



	2
	Purchasing & Staff expenses 
(i) Authorising purchases < £5K including any transactions on Agresso or paper requisitions. 

(ii) Assisting members of staff with new procedures that are put in place and provide guidance on a one-to-one basis for financial systems such as Clarity Travel System and Power Bi.
(iii) Make decisions on non-standard purchases made within the Faculty and process accordingly, and assist in setting up new suppliers to ensure best practice.
(iv) Prepare of process journals, sales invoices and other transactions as required.
(v) Provide support for the Faculty’s purchasing function, investigating problems and dealing with queries, liaising with Purchasing Services where necessary to ensure correct purchasing procedures are in place.
(vi) The sharing of other duties such as the raising of external invoices, arranging internal transactions within the University and recharging internal users for the use of University facilities.



	3
	Budget Monitoring 

(i) Assisting the Finance Manager and Officer to analyse budgets by producing reports (from Agresso) and monthly spreadsheets showing expenditure against budget
(ii) Provide support for monitoring Grant Application forms so that future income can be anticipated when completing the Research Income and overhead exercise.


	4
	HR/Payroll

(i) Ensure that University regulations relating to the engagement of casual workers/consultants are followed and all relevant documentation completed/retained.
(ii) Ensure claim forms and variable pay documents (such as overtime) are checked and approved to meet payroll deadlines.
(iii) Ensure purchase ordes or invoices for individuals being seconded to or from the University are raised in a timely manner and all costs/income falls within the correct financial year.


	5
	Financial Procedures

(i) Develop a comprehensive understanding of the University’s Financial Control Framework, ensuring that all financial procedures are appropriately followed in the Faculty. 

(ii) Assist members of the Finance team in the provision of written and ad hoc oral advice to academic, research and administrative colleagues about compliance with financial procedures. 
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Person Specification

	Criteria: Experience/Knowledge
	Essential
	Desirable

	Experience of working in an accounting/financial environment or equivalent relevant professional experience with demonstrable responsibility for a broad range of tasks
	(
	

	Good track record in financial administration including budget management, planning and forecasting
	(
	

	Evidence of working within specific frameworks e.g. Financial Regulations
	
	(

	Experience of maintaining clear and accurate records, attention to detail
	(
	

	Experience of working within Higher Education sector 
	
	(

	Good working knowledge of standard IT packages and databases including the ability to create and manipulate data
	(
	

	Experience of effectively organising a busy workload with sometimes conflicting priorities, to meet deadlines
	(
	

	Evidence of independent and effective team working
	(
	

	Criteria: Skills
	Essential
	Desirable

	Proven ability to communicate confidently and effectively both orally and in writing
	(
	

	Excellent interpersonal skills with an ability to explain financial procedures and requirements to non-finance staff in a clear manner
	(
	

	Proven skills in financial management software e.g. Agresso
	
	(

	Ability to demonstrate a proven capability to prioritise a busy and varied workload, often to tight deadlines
	(
	

	Competent, conscientious and motivated with a methodical approach to work, capable of working with minimum supervision
	(
	

	Ability to be adaptable and flexible and to learn new skills quickly
	(
	

	Ability to maintain discretion and confidentiality with sensitive information at all times
	(
	


	Criteria: Professional Qualifications
	Essential
	Desirable

	AAT Part-qualified or equivalent relevant professional experience
	(
	


	Criteria: Academic Qualifications
	Essential
	Desirable

	Education to A Level (or equivalent) or equivalent relevant professional experience
	
	(


	Effective Behaviours
To be most effective in this role the University has identified a set of effective behaviours.  These behaviours do not examine technical competence, rather they identify the behaviour patterns that are valued due to them being consistent with high performance across the organisation.  This table identifies how the EBF applies to this specific role:

	Managing self and 

personal skills:


	· Able to give and receive feedback constructively

· Behaves professionally when faced with challenging situations 

· Demonstrates self-awareness

· Is self-starting and proactive

	Delivering excellent service:


	· Listens with empathy, questions and clarifies in order to understand the needs of others

· Tailors communication to meet the needs of stakeholders

· Uses feedback to drive improvements

· Takes responsibility for actions

· Keeps up-to-date with relevant information in order to provide accurate advice and resolve complex queries

	Finding innovative solutions:


	· Thinks creatively and implements solutions for complex problems

· Strives to continually improve own processes 

· Identifies gaps against best practice

· Draws on experiences of self and others

· Considers alternative options

· Shares learning and experiences with others

	Embracing change:


	· Successfully performs in varying environments

· Has a positive attitude towards change

· Demonstrates flexibility and adaptability

· Encourages experimentation and new ways of working

· Encourages others to initiate and embrace change through influencing and persuasion 

	Using resources:


	· Liaises outside of immediate work area to maximise use of resources within the University

· Promotes efficient and cost-effective working practices 

· Proactively plans and prepares for future events

· Establishes realistic milestones, reviews progress and adjusts accordingly

· Effectively manages time and coordinates priorities, tasks and resources to achieve work outcomes

	Engaging with the big picture:


	· Understands links between individual, team and University objectives/strategies 

· Proactively builds networks with colleagues in different areas

· Understands different perspectives and ways of working

· Understands the context within which the team is operating

	Developing self and others:


	· Shows commitment to own development and learning

· Engages with training activities 

· Recognises others’ contribution to the achievement of objectives

· Uses delegation as an opportunity to develop others 

	Working with people:


	· Acts fairly and respectfully towards others

· Demonstrates honesty and integrity

· Fosters a collaborative team-working environment

· Has a comprehensive understanding of boundaries between the responsibilities of different roles

	Achieving results:


	· Takes personal responsibility for getting things done

· Works effectively in order to meet deadlines

· Monitors progress and provides regular updates 

· Maintains a high standard of work even when under pressure


