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Step 1 Review the standardised job description
Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	Finance Assistant

	Standardised Job description code
	GEN-02
	Grade
	4

	Role Purpose

	Ensures financial transactions are recorded and processed accurately in line with university financial controls, supporting the efficient operation of the finance team through collaborative working and adherence to policies.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Regularly works within routine financial processes and procedures and exercises judgment in interpreting procedures to resolve them effectively.

	· Applies a working knowledge of financial processes and procedures, and shares information with others as appropriate.  

	· Drafts clear financial communications and efficiently manipulates routine data for analysis, contributing to informed decision-making within the finance department.

	· Takes ownership of prioritising own tasks, facilitating smooth workflow and operational efficiency.

	· Demonstrates familiarity with professional financial practices and relevant digital tools.

	· Identifies opportunities to escalate complex queries and contribute suggestions for process improvements.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	[bookmark: _GoBack]Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Accurately process and record routine financial transactions in accordance with university financial regulations, policies, and procedures, ensuring timely updates to financial systems.

	· Respond to straightforward enquiries in a timely manner, providing advice on financial procedures and policies, referring to senior team members where necessary.

	· Responsible for updating, providing and distributing standard financial reports on a weekly/monthly basis to relevant stakeholders.

	· Maintain accurate financial records, updating systems/databases and checking for errors and omissions accordingly.

	· Prepare and process transactions, dealing with anomalies, and escalating complex queries through appropriate channels.

	· Ensure all financial transactions adhere to the university’s financial regulations policies, processes and external requirements, including funder terms and conditions, promoting transparency and accountability. Contribute to audit readiness by maintaining accurate and up-to-date documentation and records of financial transactions and processes.

	· Maintain positive and collaborative relationships with the team and departmental staff, the university’s central Financial Division, and key suppliers in order to facilitate smooth financial operations and foster a positive image of the university’s professional services.

	· Support continuous improvement by identifying operational inefficiencies or issues in financial processes and communicating these to senior colleagues.

	FOR PAYABLES POSTS (IF RELEVANT): 
· Accurately check payments documents (e.g., invoices, payment request forms, expense claims) in line with the University's Financial Regulations, policies and processes, and any other requirements such as funder terms and conditions.
· Ensure payments documents are complete, relevant authorisations are in place, and that deadlines are met for payment to be made on time.
· Efficient and accurate processing of invoices using Oracle Financials. (if relevant i.e. if dept processes its own invoices)
· Promptly address any discrepancies and escalate complex issues through appropriate channels.

	FOR PURCHASING POSTS (IF RELEVANT):
· Accurately check purchase requisitions to ensure purchases are completed in line with the University's Financial Regulations, policies and processes, and any other requirements such as funder terms and conditions.
· Ensure purchase requisitions are complete, accurate and processed promptly for purchases to be made in a timely manner using Oracle Financials.
· Ensure new supplier checks have been completed, raising any concerns through appropriate channels.
· (If relevant) Ensure that deliveries are promptly checked and acceptance or returns are managed promptly via Oracle Financials.

	FOR CASH HANDLING POSTS (IF RELEVANT):
· Manage cash in line with the relevant guidance (for example, ensuring receipts are issued promptly, two people are involved in counting cash)

	FOR AR POSTS (IF RELEVANT):
· Accurately check requests for sales invoices, ensuring that sales are completed in line with the University's Financial Regulations, policies and processes.
· Liaise with the central team as needed to ensure that appropriate customer checks are completed.
· Prepare sales invoices accurately, using Oracle Financials.

	Selection Criteria
Essential [defined by SJD] 

	· Educated to GCSE and some relevant experience in financial administration 
· Excellent attention to detail and accuracy.
· Able to work effectively collaboratively in a team environment.
· Able to organise own workload and work to deadlines
· Excellent communication skills, with the ability to provide clear and helpful guidance on financial matters
· Good IT skills, with the appetite and ability to learn quickly.


	Desirable

	· Experience using Oracle Financials.
· Part qualified AAT




	Date
	

	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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