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	Job Title
	Assistant Financial Accountant 

	School / Service
	Finance

	Grade and Salary Range
	E

	Location and Hybrid working status
	Docklands, minimum 3 days per week on campus when required

	Reporting to
	Deputy Head of Financial Accounts & Compliance

	Responsible for
	N/A

	Liaison with
	Deans, Directors, Managers and Administrators in Schools and Services within UEL, auditors, statutory bodies and other external stakeholders

	Contract type
	Full time, permanent



[bookmark: _Hlk193096168]Never Not Moving Forward
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 5 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.

The Financial Accounts team’s function within the Finance Department is to ensure the accuracy and integrity of the University’s financial data. It is responsible for maintaining, controlling, and reporting financial information in compliance with statutory requirements and University regulations and policies.

JOB PURPOSE

The Assistant Financial Accountant plays a key role in supporting Financial Accounts operations, working collaboratively with other Finance teams, including Income & Credit Control, Financial Management, Finance Systems, Accounts Payable, and Procurement. The role also involves proactively engaging with departments across the University to provide financial advice, guidance, and analysis to both internal and external stakeholders.



KEY DUTIES AND RESPONSIBILITIES 

Financial Reporting and Audit

· Assist the Head of Financial Accounts & Compliance in producing the statutory financial reports, and year end accounting tasks for the University, in particular providing notes to the accounts. 
· Liaise with internal and external auditors to ensure that all information is provided in accordance with the agreed deadlines and that all enquiries are resolved promptly. 
· Provide periodic financial reports to stakeholders for information, compliance and assurance purposes. 

 Month-End and Year-End Processes

· Maintain the fixed asset register by ensuring the accurate processing of additions, disposals, revaluations, regrouping, transfers, and monthly depreciation.
· Monthly reconciliation of the balances on the fixed asset register (FAR) and the general ledger (GL). 
· Ensure the expenditure on both capital and maintenance programmes are accounted for correctly.
· Assist with improvements to the fixed asset register and associated processes, by ensuring all fixed assets activities are undertaken in a timely manner and in line with the correct accounting policies are applied.   
· Contribute to the planning and budgeting cycle by providing relevant information on request, including accurate forecasting of depreciation charges.
· Assist with the consolidated group fixed asset note and provide supporting information at the   auditor’s request.
· Prepare the accounting for all leases.
· Produce regular capital expenditure reports on key projects and liaise with the relevant   stakeholders to investigate variances where applicable.
· Oversee and facilitate the application of student stipends and miscellaneous bursaries, ensuring accurate reconciliation at month-end and year-end. 
· Ensure timely and accurate processing of financial system interfaces, promptly resolving any issues.

Internal Controls and Compliance

· Reconcile relevant Balance Sheet and bank accounts at each period end and ensure discrepancies are followed up and resolved and that a process of chasing and escalation is followed for reconciliations not received. 
· Ensure every process has accurate procedure notes that can be interpreted by both finance and non-finance colleagues.  
· Support treasury functions and ensure compliance with the University Treasury Policy and alerting senior managers on necessary actions.
· Assist with tax reporting and compliance.
· Assist in setting up and maintaining accurate accounting records for the university’s overseas ventures, ensuring compliance with statutory requirements.
· Support the administration of US Federal Loans in accordance with applicable deadlines.

Engagement, Professional Advice, Improvement & Development 

· Provide technical accounting advice on financial transactions within the department and across the university.
· Ensure compliance with relevant accounting standards and University-specific regulatory requirements (e.g., the Accounts Direction by the Office for Students). Stay informed of any changes in UEL’s Financial Regulations and other regulatory requirements, ensuring financial operations and reporting remain aligned with the latest standards. Support the implementation of necessary adjustments to maintain compliance and minimise risks.
· Contribute to the continuous development of the finance system and related processes, identifying and recommending automation, streamlining, and improvements to ensure efficiency, accuracy, and compliance with accounting policies, UEL Financial Regulations, and best practices. 
· Proactively work towards completing a relevant professional accounting qualification, demonstrating a clear commitment to achieving certification. 

General Responsibilities

· Adhere and promote the University’s policies.
· Perform other financial accounting responsibilities as allocated by the Associate Director- Financial Operations, Head of Financial Accounts & Compliance and Assistant Head of Financial Accounts & Compliance, including providing cover for team members.





PERSON SPECIFICATION
EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS

Essential
· Part qualified accountant from a recognised CCAB body (C)
· Intention to complete a professional accountancy qualification (A/I)

OTHER ESSENTIAL CRITERIA:

Knowledge and Experience 
· Substantial financial accounting experience (A/I/T).
· Strong understanding of fixed assets, including lease accounting under FRS 102, and knowledge of the latest developments in relevant accounting standards (A/I).
· Experience in the preparation of balance sheet reconciliations and ability to resolve and correct reconciling items (A/I).
· Experience in financial month-end and year-end processes (A/I/).
· Sound knowledge of double entry bookkeeping (A/I).  
· Experience in applying accounting standards and financial regulations (A/I).
· Basic knowledge of VAT as it applies to Higher Education Institutions (A/I).
· Experience of treasury management.
Desirable
· Experience in a similar role within the higher education sector or the public sector (A/I).

Skills

· Excellent analytical and problem-solving skills (A/I).
· Strong collaboration skills, with the ability to work effectively within a team and independently to achieve shared goals (A/I).
· Skilled at building and maintaining relationships with external stakeholders, both within and outside the University (e.g. auditors, other departments) (A/I).
· Proactive approach to identifying and resolving complex financial problems, improving processes, and maximising efficiency (A/I). 
· Structured and logical approach to completion of tasks (A/I).
· Deadline orientated with good organisational skills (A/I).
· Good interpersonal and communication skills (A/I).
· Self-motivated and interested in improving knowledge/skills (A/I).
· Proficiency in computerised accounting systems and Microsoft Office, particularly Excel (A/I).
· Strong commitment to equal opportunities and inclusivity within a diverse and multicultural environment (A/I). 
Criteria tested by Key:
A = Application 
C = Certification
I = Interview
P = Presentation
R = References 
T = Test

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to accept our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.

So, if you’d like to take your career to the next level with us here at the University of East London and are passionate about our environment and commit to success, we want you to apply today.
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