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Job Description

	Directorate
	Finance and Corporate Services

	Department
	Finance 

	Section
	Finance

	Job Title:
	Project Accountant 

	Grade:
	G5

	Reports To:
	Head of Finance

	Responsible For:
	N/A

	Principal Accountabilities:

Ensure that financial, other regulations and high standards of governance are adhered to throughout the College


	Key Tasks:
Act as the College’s insurance officer ensuring that appropriate levels of cover are in place at all times and that claims are handled appropriately

Act as the key point of contact for all internal  and external audit activity throughout the College

Support income team with HE Loans debtors and Advanced Learner Loans debtors from application to receipt of funding for all loan funded students across the College, ensuring maximisation of student loan income

Ensure that all grant funding is closely monitored and that all claims and submissions are accurate and timely 

Assist Business Support Accountants at month end and year end closedown and contribute to reports produced within specified timescales

Lead on all finance led projects across College, liaising with third parties, banks, suppliers and customers aiming to streamline and improve financial systems and processes across the college
Regular review of financial processes across the College to ensure compliance with financial regulations and revising, strengthening and streamlining processes and procedures where required
Monitor and review supplier contracts with the College and oversee and update the contracts  register. Produce standardised customer contracts for College services provided.  

Work with the Vice Principal – Finance & Corporate Services, ensure that all data protection and freedom of information requests are complied with and accurate records of correspondence are maintained

To assist in the identification of all risks which could damage the reputation and financial viability of the College.  To contribute to the identification of appropriate risk control measures and the implementation of these measures

Advise the Head of Finance to ensure that Financial Regulations are maintained to comply with all appropriate guidance and regulations, and ensure that they are adhered to across the College

To conduct procurement tenders and provide a procurement service as required by the Vice Principal – Finance & Corporate Services 

To undertake any other duties appropriate to the post as deemed necessary by the Head of Finance


	Miscellaneous:

You have a legal duty, so far as is reasonably practicable, to ensure that you do not endanger yourself or anyone else by your acts or omissions. In addition you must cooperate with the College on health and safety matters and must not interfere or misuse anything provided for health, safety and welfare purposes.

You are responsible for applying the College’s Equal Opportunities Policy in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own areas of work.

You are required to participate with the Appraisal process, engaging in the setting of objectives in order to assist in the monitoring of performance and the achievement of personal development.

To assist in the identification of all risks which could damage the reputation and financial viability of the College/Directorate/Section.  To contribute to the identification of appropriate risk control measures and the implementation of these measures.
Such other relevant duties commensurate with the post as may be assigned by your Manager in agreement with you. Such agreement should not be unreasonably withheld.



	Review:

This is a description of the job as it is presently constituted. It may be reviewed and updated from time to time to ensure it accurately reflects the job required to be performed, or to incorporate proposed changes. 
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Person Specification

	Job Title:
	Project and Compliance Officer 

	Directorate
	Finance and Corporate Services

	Department
	Finance

	Section
	

	In order to be short-listed you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible.  Where we have a large number of applications that meet all of the essential criteria, we will use the desirable criteria to produce the shortlist.

All disabled candidates who meet the minimum essential criteria will be included on the shortlist.


	Attributes
	Item
	Relevant Criteria
	How Identified
	Essential/

Desirable

	1 
	Skills & Abilities
	1.1
	Proven analytical and problem-solving skills with the ability to understand, manipulate and explain data. 
	I/T
	E

	
	
	1.2
	Excellent organisational ability and efficient work methods 
	I
	E

	
	
	1.3
	Polite, pleasant and helpful attitude combined with the ability to deliver excellent customer service 
	I
	E

	
	
	1.4
	Flexible and adaptable, able to work as part of a team, but also able to operate alone
	I
	E

	
	
	1.5
	Highly numerate with excellent attention to detail 
	I/T
	E

	
	
	1.6
	Ability to communicate clearly with staff across the College
	A/I
	E

	
	
	
	
	
	

	2
	General & Special Knowledge
	2.1
	Knowledge of Open Accounts or similar accounting packages 
	A/I
	E

	
	
	2.2
	Experience of Microsoft Office, Word and Excel at Intermediate / Advanced Level;
	T
	E

	
	
	2.3
	Knowledge of legislation in relation to information governance, including Data Protection and Freedom of Information
	A/T
	E

	
	
	2.4
	Knowledge of insurance policies and claims handling processes
	I
	E

	
	
	
	
	
	

	3
	Education & Training
	3.1
	Hold a minimum of 5 GCSE’s, or equivalent, at grade A* to C (Including Maths and English)  
	A/C
	E

	
	
	3.2
	Hold or studying towards AAT L3 Qualification or equivalent 
	A/C
	E

	
	
	
	
	
	

	4
	Relevant Experience
	4.1
	Experience of working in both the public/industrial commercial sectors 
	A
	D

	
	
	4.2
	Experience of establishing and maintaining a high profile both internally and externally
	A/I
	E

	
	
	4.3
	Experience of producing grant claims and submissions 
	A/I
	D

	
	
	
	
	
	

	
	

	Key:
	How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates

	
	
	P
	Presentation


