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JOB DESCRIPTION

	Job Title
	Assistant Head of Financial Accounts & Compliance

	School /Service
	Finance

	Grade 
	G

	Location 
	Docklands with up to 3 days per week on campus

	Reporting to
	Head of Financial Accounts & Compliance

	Line management for 
	Financial Accountants, Assistant Accountants, Accounts Assistant, and Trainee Finance Graduate

	Key working relationships: Internal 
	Deputy Chief Finance Officer, Deans, Directors, Associate Directors, Finance colleagues, Schools and Services colleagues

	Key working relationships: External 
	External Auditors, Banks and Other external bodies as appropriate

	Contract type/ Hours 
	Permanent / Full Time



Build your career, follow your passion, be inspired by our environment of success 
#BeTheChange

THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 7 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.


THE DEPARTMENT:

The Finance Department at the University of East London plays a key role in managing the University's financial resources to ensure stability, efficiency, and strategic investment in its future, aligned with Vision 2028.

We provide a comprehensive range of financial services, including budgeting, financial and tax planning, compliance, and advisory support, ensuring the University operates smoothly. Our responsibilities also include the preparation of annual financial statements, statutory reporting, and regulatory submissions. We work proactively with Schools, Services, staff, and students to offer financial guidance, maintain compliance, and drive value for money across all operations.





JOB PURPOSE:

The Assistant Head of Financial Accounts & Compliance is a key position within the Finance department. The post holder will line manage Assistant Accountants, Accounts Assistants and Finance Graduate Trainees, in assisting the Head of Financial Accounts & Operations with the day-to-day management of the Financial Accounts Team. 

The post holder will lead on the production of the financial statements for the subsidiaries, ensure that these are correctly included in the Group’s consolidated financial statements, and lead on the external audit of those statements. The post holder will be the key finance contact for the University’s subsidiary companies and will advise the boards of those companies on financial decisions, produce monthly management accounts, and provide business partnering throughout the year.  There are currently two subsidiary companies, however, due to the growth of the University, there are plans to increase this number over the next twenty-four months.

The post holder will lead on the process of managing the University’s treasury activities. This role is integral to safeguarding the University’s financial compliance, efficiency, and strategic cash flow management.

The post holder will provide a robust capital accounting service across the University and ensure that financial resources are managed effectively and efficiency.


MAIN DUTIES & RESPONSIBILITIES:

Financial Reporting and Audit

· Prepare the statutory financial statements for the University subsidiary companies in line with the relevant accounting standards and legislation and ensure that these are correctly included in the consolidated financial statements for the University.
· Prepare management information for the subsidiary companies to university deadlines, including monthly financial information, quarterly forecasts and annual plans or budgets.
· Assist the Head of Financial Accounts with the statutory external audit of each subsidiary company.
· Provide clear and timely working papers to both internal and external audit, responding to queries in an effective and professional way.
· Assist the Head of Financial Accounts with the conversion of the University’s financial statements into US GAAP as required by the US Department of Education. 
· Assist with month-end closure to strict deadlines, working closely with Financial Management and the Finance Systems Team.
· Timely and accurate external financial reporting to ONS, HMRC and Companies House for the subsidiaries, in line with all statutory reporting requirements.
· Ensure that the correct accounting treatment has been applied to all intercompany transactions and activities.
· Reconcile and agree all inter-company balances and ensure that all overseas Trial Balances are correctly reflected in the Finance system. 
· Keep up to date with current accounting, regulatory and University developments to ensure compliance. 
· Provide technical accounting advice and support to stakeholders, including the implementation of financial standards.

Capital Reporting

· Monitor budgets for capital projects, analysing variances, and preparing monthly capital monitoring and outturn reports.
· Provide support in the planning, monitoring and reviewing of capital spend plans and forecasts, and ensure they are adequately implemented and monitored from the start of each year.
· Undertake the required financial review of all business cases and recommend appropriate action i.e. capital expenditure (CAPEX) or revenue expenditure (OPEX). 
· Oversee all aspects of accounting for fixed assets, deferred capital grants, and leases, including forecasting, management reporting, and preparing schedules and notes for inclusion in the University’s statutory accounts.
· Work in collaboration with other finance colleagues to continually review and improve the effectiveness of the capital expenditure monitoring systems and processes to increase efficiency.
· Attend regular project meetings to support with financial and commercial issues as they arise. 

Treasury Management 

· Overall responsibility for the day-to-day operation and control of the University’s retail bank and deposit accounts and management of short-term investments. 
· Prepare cash flow forecasts and reports for the Finance Department and relevant committees.
· Provide advice to the Finance Directorate in relation to longer term cash positions and commitments.
· Develop, monitor and implement the University’s treasury management and foreign exchange policy, including converting excess currency into sterling as appropriate, and recognising and monitoring foreign currency gains/losses. 
· Ensure bank reconciliations are performed monthly and take appropriate action to address reconciling items identified in the bank reconciliation and that items posted to the cash suspense account are reviewed and actioned where appropriate.
· Authorise BACS and all other electronic payments in relation to supplier, student and other miscellaneous payments through the University’s payment systems.  
· Ensure that payments are made in a timely, efficient and cost-effective manner whilst optimising the University’s cash flow position.
· Primary point of contact with main retail bank for operational issues including fraud detection and prevention, money laundering prevention, sanction compliance and other routine issues. 
· Monitor and report on compliance with covenants including identifying options to optimise covenant performance.

Managerial 

· Provide direct line management for the Assistant Accountants, Accounts Assistant, and Trainee Finance Graduate, with the potential of further management responsibilities as required.
· Plan and organise own work schedules and other team member/s under your supervision to ensure that activities are completed within agreed weekly, monthly and annual financial timescales and comply with the University’s policies and procedures. 
· Ensure procedure notes are available for staff to carry out their duties effectively.
· Contribute to the continued development of effective Treasury, Capital, and Subsidiary accounting services and information systems. 
· Deputise for the Head of Financial Accounts as required. 
· To undertake other duties as appropriate to the grade and role including ad-hoc financial analysis/investigations assigned by the Deputy Chief Finance Officer, Associate Director of Financial Operations, and the Head of Financial Accounts & Compliance.



























PERSON SPECIFICATION

EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS

Sift criteria
Candidates – Please note you will be asked to give evidence in your application of how you meet these criteria.

Essential criteria:
· A CCAB professional accountancy qualification (A/I).

Desirable criteria:
· Educated to degree level (A/I).


OTHER ESSENTIAL CRITERIA:

Knowledge and Experience 
· Substantial relevant experience in producing consolidated financial statements (A/I/P).
· Strong recent knowledge of technical accounting issues and regulations, including FRS102, and HE SORP and the ability to apply to the relevant situations (A/I). 
· Experience of providing technical accounting advice and support to stakeholders, including the implementation of financial standards (A/I).
· Experience of managing or assisting with month-end, year-end, and external audit processes (A/I).
· Proven experience in capital accounting, financial analysis, and lease accounting requirements under FRS102 (A/I). 
· Experience of preparing cashflow forecasts and related treasury experience (A/I).
· Experience of managing and developing a team (A/I). 

Desirable criteria:
· Experience in the UK higher education sector or similar complex environment. (A/I).
· Knowledge of Charity or HE Sector taxation (A/I).

Communication
· Excellent communication and presentation skills, being able to communicate effectively and clearly, including the ability to prepare and deliver technical presentations to non-finance staff at internal seminars and workshops (A/I).
· Excellent written communication skills, with the ability to produce written reports to a high standard for a range of different users (A/I).

Planning and Organising
· Ability to work with minimal supervision to high quality standards, to prioritise own workload and to meet deadlines (A/I).

Teamwork and Motivation
· Ability to train staff on financial and financial system matters (A/I).
· Ability to lead, giving expert advice and offering support and guidance, to allocate, coordinate and supervise tasks, combined with experience of motivating others to deliver goals, objectives and agreed service levels. (A/I).

Liaison and Networking
· Ability to collaborate efficiently with other staff with either a financial or non-finance background and to build trusted and effective relationships with senior stakeholders (A/I).

Service Delivery
· Ability to manipulate large volume of data and experience of carrying out detailed analysis of data, especially during the year end to provide the results to external auditors and senior management (A/I).
· Excellent IT skills with advanced spreadsheet skills and the ability to adapt quickly to unfamiliar IT packages and applications (A/I).

Analysis, Initiative and Problem Solving
· Considerable personal initiative and strong interpersonal skills (A/I).

Other Essential Criteria
· Commitment to and understanding of equal opportunities issues within a diverse and multicultural environment (A/I).

Further Information
· This job description is not exhaustive but is intended to give an overall picture of the role. Other duties within the general scope of the post may be required from time to time. The duties of the post and job description can be reviewed through the agreed process.

Criteria tested by Key: 
A = Application form        
C = Certification        
I = Interview 
P = Presentation         
T = Test
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