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JOB DESCRIPTION

JOB TITLE:		Assistant Management Accountant
 
REPORTS TO:	College Accountant	
	
AREA:			Finance	
                         
GRADE/SALARY:	Support Staff Scale SO1, points 30 to 32, £32,043 to £33,972
per annum 
				
POST NO:		SS401

CLOSING DATE:	Monday 29th July 2024

DBS:			Enhanced DBS check with children’s barred list check	
______________________________________________________________________ ___

PURPOSE: 

To assist the College Accountant to ensure budgets are maintained and monitored.  In addition to this, the role will involve assisting with the College’s cash flow forecasting, revenue and capital projects and ensuring compliance with financial regulations and procedures.

PRINCIPAL DUTIES

1. To assist the College Accountant to prepare and input budget journals for original and revised budgets onto the Financial Management System on a timely and accurate basis including balance sheet and capital budgets.

2. To lead the management accounts team in the production of budget holder’s month end reports on a timely and accurate basis.

3. To support budget holders and other college staff with financial monitoring including meeting with budget holders and the provision of training on the financial system.

4. To lead on business planning and reforecasting data collation to ensure timescales are maintained and information is presented accurately and confidently.

5. To be responsible for the Colleges Financial Management and maintain the College's reporting system.

6. To work closely with purchase ledger and sales ledger to ensure reconciliations budgetary control is maintained.

7. To assist the Cashflow Accountant and College Accountant on College's Financial returns to the funding returns to funding body.

8. [bookmark: OLE_LINK1]	To assist the College Accountant to complete finance due diligence and credit checks on large suppliers and contractors as required by the Vice Principal Finance.

9. To maintain the Colleges Financial Management System and maintain the reporting systems Q&A.

10. To Assist the cash accountant to model the balance sheet and cash flow though the Funding model.
		
11. To lead and coordinate the Management Accounts team in the production of the budget holder month end reports to agreed timetable.

12. To assist in the preparation of grant claims in respect of the Capital & Revenue Projects including reconciliation to the general ledger. 

13. To adhere to policies, procedures and values of Solihull College & University Centre. 

14. To undertake all mandatory training in a timely manner as required e.g. Safeguarding, Prevent.

15. To actively promote equality, diversity & inclusion and to champion anti-racist practice.

16. To support the college to become a Sustainable Net Zero organisation by 2030 and support the delivery of its Sustainability Strategy.

17. To undertake necessary Health and Safety responsibilities, duties and training as required by this post.

18. To undertake any necessary Data Protection responsibilities, duties and training as required by the post.

19. Such other duties as required which are broadly consistent with the general functions and grading of this position.

EQUAL OPPORTUNITIES:

Solihull College & University Centre is committed to a comprehensive policy of Equal Opportunities.  All employees are required to abide by this policy and ensure its compliance throughout the College.

SAFEGUARDING:

Solihull College & University Centre is committed to ensuring a safe environment for all students and expects all staff to engage fully with this commitment.









CORE VALUES:
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SOLIHULL COLLEGE & UNIVERSITY CENTRE
PERSON SPECIFICATION

JOB TITLE:	Assistant Management Accountant
			 
SALARY:                Support Staff Scale SO1, points 30 to 32, £32,043 to £33,972
                                per annum 
				
POST NO:	SS401

	SPECIFICATION
	ESSENTIAL
	DESIRABLE

	
EDUCATION/
TRAINING

	
AAT Level 4 qualified 

Minimum Level 2 English and Maths

	
Working towards a full CCBA professional accountancy qualification ACCA/CIMA/CIPFA/ ICAEW


	
RELEVANT EXPERIENCE

	
Experience of assisting with management accounts

Good knowledge of budgetary control and experience of resolving queries

Experience of assisting with the preparing year end accounts

Understanding of computerised accounting packages

Excellent Excel and report writing skills in financial systems

	
Experience of working in the Further Education Sector

Experience of SUN and Q&A Systems

	
SKILLS / APTITUDES

	
Good verbal and written skills

Ability to relate to people at all levels


Team working skills

Methodical approach to problem solving

Excellent accuracy and attention to detail

Good communication skills 

Works on own initiative

Ability to meet to deadlines 

Strong task management

An awareness of sustainability and climate change and how it applies to Further Education


	



	
OTHER 
REQUIREMENTS

	
Flexible

Strong commitment to Equal Opportunities

A commitment to the Safeguarding of Young People and Vulnerable Adults and an awareness of the Government ‘Prevent’ strategy

Commitment to the College’s Values 
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INSPIRING

Motivating others to excel
We recognise and celebrate
achievement, and empower
staff and learners to exceed
their perceived potential.

CARING

Making a difference

We care about the wellbeing
of our staff, learners and
communities by trusting,
listening to, engaging with and
supporting each other.

INNOVATIVE

Transforming our ideas
We seek continuous
improvement, and use

innovation to adapt to change.

RESPONSIBLE

Making things happen
We are open, honest, and
take full responsibility,
individually and collectively,
for our decisions, actions,
performance and results.

COLLABORATIVE

Working together to
achieve shared goals

We operate as one team,
valuing the contribution each
of us makes.

RESPECTFUL

Welcoming others into

our college community
We celebrate difference and
diversity. We value others and
recognise that their thoughts
and feelings are as important
as our own.




