[image: cid:image001.png@01D50A74.18D1E2B0]

	Job Title
	Tax & Treasury Manager

	School / Service
	Finance

	Grade and Salary Range
	Grade G Starting from £53,041 including London Weighting 

	Location 
	Docklands

	Reporting to
	Head of Financial Accounts & Compliance

	Contract type
	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 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.


JOB PURPOSE

The University continues to expand its activities in the UK and overseas. As a result, the main purpose of this role is to provide overall management of the Tax and Treasury function to ensure that the University complies with all aspects of tax relating to its operational activities, and internal Treasury policies and procedures. 

The post holder will ensure the timely preparation and submission of VAT and corporation tax returns, and other tax compliance requirements to external bodies, lead the review and interpretation of current and proposed tax legislation, and documents that impact on regulatory reporting for taxation in the UK and overseas, and provide expert strategic and professional technical guidance.

The post holder will oversee the process of managing the University’s cash balances which is an integral role in safeguarding the University’s financial compliance, efficiency, and strategic cash flow management.

It is essential for the University and its subsidiaries to have robust and integrated financial systems, and processes, and complies with the relevant tax legislation, legal regulations, and internal Treasury policies and procedures. The Post holder will assist with the implementation of the University’s Tax Strategy, and Treasury Management Policies, and ensure that the appropriate levels of internal controls are implemented.

This is a newly created role within the Finance Directorate, so it’s an excellent opportunity for an experienced tax manager who has worked in a similar organisation and is now looking for a new challenge.

The post holder will be based in Financial Services, reporting directly to the Head of Financial Accounts & Compliance but will also work closely with other colleagues within finance, schools, and other services across the University.



MAIN DUTIES AND RESPONSIBILITIES: 

Reporting, Compliance and Analysis – (VAT, Corporation Tax & Other taxes and levies) 

· Lead on ensuring compliance with all UK taxation obligations (VAT, corporation tax, employment taxes, partial exemption, capital goods scheme, annual VAT adjustment, overseas tax requirements) and other statutory requirements
· Lead on the preparation, and submission of the groups’ VAT returns, corporation tax computation, overseas withholding tax forms, Certificate of Residence, and other direct and indirect tax filings to HMRC and other overseas jurisdictions in conjunction with local tax advisors and finance teams. 
· Agree transfer pricing policies and methodologies with the University’s tax advisors, ensure that all transfer pricing documentation and data sources are maintained and oversee compliance.
· Lead on Customs clearance and import relief processes, ensuring correct VAT and Duty treatment. 
· Maintain robust tax accounting records, ensure all tax accounts are reconciled to the financial statements and working papers, and ensure the accuracy of VAT and Corporation Tax data on the financial system. 
· Line management an Assistant Financial Accountant.
· To undertake other duties as appropriate to the grade and role including ad-hoc financial analysis/investigations assigned by the Head of Financial Accounts & Compliance or the Senior Leadership Team.

Tax Strategy, Planning and Advisory, Strategic Support, and Risk Management 
 
· Support the development and implementation of the University’s VAT strategy in alignment with Vision 2028. 
· Provide expert indirect Tax advice to all staff on a wide range of operating activities, including capital investment, research projects, and commercial ventures. This includes researching, reviewing and analysing relevant tax law, HMRC, BUFDG and other guidance, and tax cases to ensure comprehensive tax advice is provided.
· Lead on defining and delivering the University’s overseas tax compliance strategy, including corporation tax, International VAT, withholding tax, employment taxes, global mobility issues, Permanent Establishments, and other overseas operations - collaborating with HR and external advisors to ensure effective delivery.
· Monitor changes in tax and customs legislation, assess their impact, ensure timely implementation of necessary changes and identify opportunities for VAT savings.
· Lead for HMRC VAT audits/enquiries, and liaising with tax authorities, internal and external auditors, and professional advisors on VAT matters to ensure compliance and resolve any issues. 
· Prepare and update tax guidance, policies, procedure manuals, and the University’s intranet tax pages.
· Develop and maintain internal controls and procedures to mitigate VAT-related risks. 
· Develop and deliver tax training across the University to raise awareness of tax rules, legislation, obligations and risks, and ensure stakeholders understand their roles and responsibilities.
· Identify and monitor tax risks across the group and ensure appropriate governance, assurance and documentation have established and maintained. 
· Represent the University in sector-wide tax forums and working groups. 
· Contribute to the development and continuous improvements in financial systems and processes. 









Treasury Management 

· Responsible for the management of day-to-day cash requirements and the development and maintenance of cash flow forecasts and reports for the Finance Directorate and other Board committees. 
· Responsible for the day-to-day operation and control of the University global group’s retail bank and deposit accounts and management of short term and overnight investments.  
· Provide advice to the Finance Directorate in relation to longer term cash positions and commitments.
· Primary point of contact with the University’s main retail bank for operational issues including fraud detection and prevention, money laundering prevention, sanction compliance and other routine issues. 
· Ensure bank accounts are reconciled monthly, and appropriate actions are taken to address reconciling items identified in the bank reconciliation, and items posted to the cash suspense account are reviewed and actioned appropriately.
· Review, approve and submit suppliers’ BACS payment files via Bacsactive-IP.
· Review and authorise electronic payments via Barclays.Net, and ensure payments are made in a timely, efficient and cost-effective manner whilst optimising the University’s cash flow position.
· Development, monitor and implement the University’s treasury management and foreign exchange policy, including recognising and monitoring foreign currency gains/losses. 
· Update and maintain the multicurrency functionality on the finance system.
· Ensure all treasury management activities and financial reporting are accordance with accounting standards, University policies and procedures.
· Ensure compliance with banking covenants (e.g. revolving credit facility reports) and liaise with the relevant teams to obtain the necessary reports and documents for timely submission to the University’s retail bank.  
· Lead the annual PCI DSS certification process.
· Support compliance with the University’s Ethical Investment Policy including participation in the Banking Engagement Forum.

This document outlines the duties required at the current time to indicate the level of responsibility. It is not a comprehensive or exhaustive list and may vary to include other reasonable requests as directed by the University management which do not change the general character of the job, or the level of responsibility entailed. 

PERSON SPECIFICATION

EDUCATION, QUALIFICATIONS AND TRAINING

Essential criteria:
· Professional tax (CTA), or accountancy (CCAB) qualification with demonstrable tax experience (A/I/C)
· Educated to degree level (or equivalent) (A/I/C)

Desirable criteria:
· Minimum 5 years post qualification experience (A/I/)

OTHER ESSENTIAL CRITERIA:

EXPERIENCE

Essential criteria:
· Experience of contributing to the development and implementation of an organisations Tax strategy.
· Experience of providing tax advice in a similar role within a Finance or Tax Department of an organisation of similar size and complexity to UEL (A/I)
· Experience of VAT returns, corporation tax, and other taxes including the tax requirements of overseas jurisdiction (A/I).
· Experience of preparing partial exemption computations, annual adjustment calculations, and capital goods schemes (A/I). 
· Ability to interpret and explain complex technical tax information and legislative texts, such as VAT exemptions, reliefs, and VAT procedures, to non-tax and finance staff (A/I)
· Experience of developing VAT and other tax guidance, systems, procedures, and internal controls to ensure compliance with tax regulations (A/I)
· Experience of managing and delivering a month-end and year-end process to agreed timescales (A/I).
· Experience of preparing cashflow forecasts and related treasury management experience (A/I).
· Experience of managing and developing a team (A/I). 


Desirable criteria:
· Knowledge of Tax in the UK higher education of Not-for-Profit sector (A/I)
· Experience of Unit4 ERP (A/I)
· Knowledge of overseas taxes (A/I)

KNOWLEDGE
Essential criteria:
· Excellent knowledge of VAT rules in relation to Education Exemptions and Charity Reliefs (A/I)
· Knowledge of wider tax issues such as digital taxes, withholding taxes, import processes and the VAT and duty reliefs. (A/I)

SKILLS AND PERSONAL ATTRIBUTES
Essential criteria:

Service Delivery
· Excellent IT skills, expert spreadsheet skills, a working knowledge of other Microsoft Office applications and competence in using ERP systems (A/I). 

Communication
· Excellent written and verbal communications skills, with the ability to clearly explain complex tax and financial information to both finance and non-finance staff (A/I).

Planning and Organising
· Ability to work independently with minimal supervision (A/I).
· Ability to establish priorities and manage conflicting workloads and deadlines. (A/I). 

Liaison and Networking
· Ability to work collaboratively and build trusted working relationships and establish networks with internal and external stakeholders (A/I).

Analysis, Initiative and Problem Solving
· Strong analytical and problem-solving skills, with the ability to analyse issues, develop and implement potential solutions (A/I).

ADDITIONAL ATTRIBUTES

Essential criteria:
· Flexible approach to carrying out duties working as necessary to meet deadlines (A/I)
· Commitment to equality and diversity principles and upholding the University’s values (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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