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Group Finance Officer
Team:


Finance
Reports to:

Head of Financial Services
Location:                Chichester
Job Purpose

· To support the Head of Financial Services to ensure the efficient and effective processing of transactional financial services for the College Group.
· To provide accurate, reliable and timely financial information to inform the Finance reporting cycle.
Key Responsibilities

· To supervise and ensure completion of all necessary control accounts and reconciliations on a monthly basis.
· To manage the Cash Office functions across the Group, including line management of staff in these areas.
· To support the Head of Financial Services in ensuring the smooth running of Sales Ledger and Purchase Ledger across the Group.
· Manage the Group online store function, overseeing the development and implementation of functionality across the Group.
· To maintain adequate controls and to produce accounting information to trial balance.
· To carry out duties as part of the finance month end timetable, including processing nominal journals on a timely basis.
· To oversee and maintain the books and records of FE Sussex Ltd and the Student Union and prepare year end and monthly management accounts for those organisations as appropriate.
· To provide support and guidance to budget holders as required.
· To provide financial training and guidance to College staff as necessary.
· To provide cover for the Head of Financial Services during absence.
· To ensure compliance and contribute to updates to the Group Finance policies and procedures (including Financial Procedures).

Role Context

Chichester College Group expects staff to:

· Work within the context of the Group’s core values, code of conduct, quality requirements and continuous improvement ethos.

· Undertake their duties in accordance with Group policy and procedures, particularly with respect to:

· Human Resources policies and procedures;

· Equality, diversity and inclusion policies and procedures;

· The Group’s health and safety policies and procedures;

· Safeguarding and Prevent;

· The Group’s policy on the confidentiality of data stored electronically and by other means in line with data protection legislation.

· Keep abreast of developments in their own area of expertise and undertake staff development opportunities where identified and approved, subject to funding.

Evening and weekend work may be required.

You may be required to undertake such duties as may be reasonably required of you commensurate with this grade.

Work outside the Group must not interfere with the effective delivery of your duties.  Additional work requires approval by the Chief Executive Officer.

Other supporting information can be found on the Group’s website.

This job description is current at the date shown below.  It is liable to variation by management in consultation with you to reflect or anticipate changes in, or to, the job.

	Criteria
	Essential/

Desirable
	Assessed

	

	Qualifications

	AAT accountancy qualification with relevant 
post-qualification experience or part qualified with additional experience
	Essential
	Application Form/ Certificates

	Educated to minimum GCSE standard grade C (or equivalent) in English and Maths
	Essential
	

	

	Experience

	Financial reporting to tight deadlines
	Essential
	Application Form/ Interview/ Assessment

	Computerised financial systems
	Essential
	

	Working in a customer focussed environment
	Essential
	

	Line managing staff
	Essential
	

	FE Sector experience
	Desirable
	

	

	Knowledge

	Microsoft Excel to intermediate level
	Essential
	Application Form/ Interview/ Assessment

	Using computer packages
	Desirable
	

	Developing and applying financial policies and procedures
	Desirable
	

	Understanding of the FE/HE SORP
	Desirable
	

	

	Skills and Abilities

	Accurate keyboard skills
	Essential
	Application Form/ Interview/ Assessment

	Word processing skills
	Essential
	

	Ability to communicate effectively with a diverse range of people at all ages and levels
	Essential
	

	Ability to work alone or as part of a team
	Essential
	

	Organisational skills

	Essential
	

	Attention to detail and accuracy
	Essential
	

	

	Attributes

	Commitment to confidentiality
	Essential
	Interview

	Customer focussed
	Essential
	

	Flexible approach
	Essential
	

	Exhibits Group core values
	Essential
	

	

	Other Requirements

	Satisfactorily meeting the Group’s employment checks – a Disclosure and Barring Service Check (including any relevant overseas checks), health assessment, references, qualifications and legal entitlement to work in the UK
	Essential
	Interview/ 

Checks and Clearances



	Ability to travel between campuses/sites
	Essential
	


Any appointment is subject to the Corporation’s terms and conditions of service.

	Working hours per week:
	22.5

	
	

	Working weeks per year:
	52

	
	

	Salary range:  
	Pro rata of £33,203 per annum (i.e. £20,191.01)

	
	

	Salary Progression:
	Salary progression is achieved through annual increments, in accordance with the Performance Management Scheme.

	
	

	Holiday entitlement:
	The annual leave year runs from 1 January to 31 December.

27 days per annum. In addition, the days between Christmas and New Year are not deducted from your leave entitlement.  

	
	

	Holiday restrictions:
	Leave cannot be taken on certain days designated by the College, e.g. development and administration days. Leave is to be agreed in advance with the line manager. 

	
	

	Pension scheme:
	Permanent and fixed term staff (regardless of how many hours they are contracted to) are automatically opted into the Local Government Pension Scheme unless they elect to opt out of the pension.  The College contributes to this scheme and the employee contribution is determined by the level of actual pensionable pay and the guidelines given by the LGPS. Alternatively the employee may opt out within the first 3 months of employment. Bank staff will be subject to auto-enrolment into the Local Government Pension Scheme (“LGPS”), based on certain qualifying criteria as determined by The Pension’s Regulator. However, Bank staff may still elect to opt into the LGPS if they wish.
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