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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 Manager

	Standardised Job description code
	GENF-02
	Grade
	7

	Role Purpose

	Leads a team of finance professionals, overseeing all financial operations within a designated department, ensuring compliance with regulatory standards and providing strategic financial guidance to senior management.

	Grade Descriptors

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


	· Oversees a small team of a financial department or specific financial function, providing leadership and direction to junior members of the finance team including guidance, advice, mentorship, and support.

	· Plans and coordinates financial plans, budgets, performance, resources and projects.

	· Demonstrates extensive expertise and proficiency in financial analysis, accounting principles, and strategic financial planning.

	· Conducts comprehensive financial analysis and research, interpreting complex data to inform strategic decision-making.

	· Prepares detailed reports and communicates financial insights effectively to stakeholders, offering insights and recommendations for financial decision-making to committees.

	· Cultivates strong relationships with stakeholders both internally and externally, fostering collaboration and synergy to achieve common financial objectives.


	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

	· Lead and manage a team of finance professionals, providing guidance, advice, coaching, and performance feedback.  Accountable for carrying out annual performance reviews and coaching/mentoring staff in line with their professional development needs and aspirations.

	· Act as a key contact for finance related matters, answering queries and offering guidance on best practice, and liaising with colleagues in Divisional Office and the central Finance Division, academic staff, other academic departments and external parties.

	· Implement the University's key financial processes into team processes to ensure effective financial management, ensuring that processes are fully documented and regularly reviewed. Identify and implement opportunities for process improvement.

	MANAGEMENT & OVERSIGHT
· Oversee core financial functions in the Department, for example, the purchase to pay process, sales invoices, banking, petty cash, expense claims and other payment documents, donations, trust funds, and journals.
· Use management reporting to check key departmental processes are running as expected, and deliver improvements as needed.
· Contribute to timely completion of the annual Departmental Financial Self-Assurance Return, timely delivery of information required for audit, and implementation of actions arising from these exercises.

	KEY MONTH END AND YEAR END PROCESSES
· Ensure effective month end processes are in place and delivered on time.
· Ensure regular reporting is delivered to budget-holders including grant holders assisting departmental colleagues in understanding reporting and highlighting areas for concern and action.
· Manage year-end returns and reports to the central University team ensuring key tasks are completed to deadline

	BUDGETING, FORECASTING & REPORTING
· Manage the department’s annual budgeting and quarterly forecasting processes, working closely with budget holders to ensure accurate projections ready for review within the department and division.
· Monitor performance against budget, completing variance analysis and advising on appropriate actions accordingly.
· Take ownership of the generation of financial reports as required, suggesting improvements and mitigating actions, servicing and reporting to relevant committees.

	· Keep up to date with developments in university's financial regulations, financial processes and relevant policies and external developments.

	· Ensure compliance with the University's Financial Regulations, policies and processes, and relevant external requirements, identifying and mitigating financial risks, and identifying key priorities throughout the financial year.

	· Contribute to the development of the University's financial administration service by participating in relevant Process Oversight Groups, Process User Groups.

	· Foster positive and collaborative relationships with the team and departmental staff, the University's central Finance Division, and key suppliers in order to facilitate smooth financial operations, and foster a positive image of the University's professional services.  Participate in the university's finance community.

	FOR GRANTS (IF RELEVANT):
· Support researchers in preparing budgets and justifying resource requests for inclusion in grant applications.
· Supporting researchers in project initiation, effectively communicating information about grant terms and conditions.
· Monitor the department's research portfolio, identifying and managing financial risks and liaising with project teams to ensure actions are taken.  
· Prepare monthly grant reports for researchers, assisting colleagues in understanding reporting and taking appropriate action. 
· Monitor spend against grant budgets to ensure only eligible expenditure is posted, and manage corrections.
· Provide information for grant audits, liaising with the Finance Division and/or audit teams as needed.

	Selection Criteria
Essential [defined by SJD] 

	· Educated to degree level or equivalent work experience.
· Recently achieved or part qualified in a professional qualification in accountancy such as ACCA, CIMA or equivalent experience.
· Experience in a similar financial role and in providing specialist financial advice and support.
· Demonstrated ability to lead and manage a team of finance professionals, providing guidance, coaching, and performance feedback to achieve departmental goals effectively.
· Demonstrated analytical and numeracy skills.
· Strong interpersonal skills with the ability to foster positive and collaborative relationships with key suppliers, internal departments, and the central finance office to facilitate smooth financial operations.
· Experience of delivering key financial tasks, such as month end, preparation of budgets, management reporting and implementing core operational processes.
· Proficiency in preparing, interpreting, and distributing financial reports accurately and timely to senior management and relevant committees, ensuring transparency and accountability.


	Desirable

	· Experience in higher education or the public sector
· Knowledge and use of Oracle Financials.
· Experience of administration of research grants within a Higher Education Sector.



	Date
	

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