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	Finance



This role is part of the Finance function.  The role of the Finance function is to provide high quality and timely financial management advice and support to the University.  The ‘Financial Advice & Support’ (FAS) section is a section within Finance that is designed to provide a seamless support service to a select group of Schools & Units.   

You will be part of a team of six finance staff dedicated to the support of a group of Schools / Units and will be located in the Gateway Building on the North Haugh.  Your work will be directed by a FAS supervisor, but will involve many and varied accounting tasks as required by ‘your’ Schools / Units.
The job description for this role is attached below.

	Job Description




	Job Title: Finance Assistant (FAS) 
School/Unit: Finance
Reporting to: FAS Supervisor (Graeme Fitchet)
Responsible for: N/A  

Job Family: Managerial, Specialist & Administrative  

	Working Hours: Part-time/18.125 hours per week 
Grade/Salary Range: £18,212-£20,989 per annum, pro rata
Reference No: CG1480MR
Start Date: As soon as possible 




	Main Purpose of Role


The main purpose of this role is to support a Senior Management Accountant with their aim of providing a seamless financial advice and support service to a group of Schools and Units in the University.
	Key Duties and Responsibilities


1. General Management Accountant duties

a. Monitoring shared email accounts, assessing queries, responding to non-complex queries from the Schools & Units and passing on more complex queries;

b. Accurately setting up new analysis codes on the finance system for reporting purposes, this will include obtaining sufficient relevant information from non-accounting staff such that decisions can be made about the accounting treatment of those codes

c. Preparation of information required by the Senior Management Accountant / Supervisor for their School visits.  This will require a good working knowledge of your assigned school’s general business, their accounting structure and excel;

d. Attend monthly meetings for an allocation of schools/units within your team, taking relevant notes and passing on any pertinent information to your supervisor / manager as required

e. Maintain budget changes and ensure sufficient back-up documentation is retained

f. Assisting with month-end / year-end analyses of Income & Expenditure account by identifying any large or unusual transactions given your knowledge and expectations of the assigned School or Unit

g. Learn as much as possible about the Schools and Units allocated to your team to gain an understanding of the drivers and issues they face in order to be able to provide a proactive and useful financial advice

h. Using this knowledge, review and comment on, individual schools research budgets annually for input into the annual financial plan. 
2. Research Grant Costing

Obtain and review relevant grant terms & conditions to ensure that you are up to speed with the requirements of various research sponsors.  This is to enable accurate and complete costing to be prepared in line with the terms and conditions of the funder, giving consideration to all eligible costs.

a.  Liaise with SPONORS, Business Development Managers, Academics and collaborators to gather all information required prior to carrying out a costing.

b. Have initial discussions with senior academics / PIs with regards to research grant costings, inflation and exchange rate policy, escalating to line manager where appropriate. 
c. Provide all financial support and advice to Principal Investigators when preparing grant and propose alternative costing solutions, especially in cases where there is a funding gap. 
d. Complete Research Grant costing templates incorporating all of the above information, discussing any contentious areas with your supervisor as necessary.
e. Submit Grant Applications online to various Sponsors to very tight deadlines and communicate progress / provide guidance to academics throughout the submission process

f. Maintain an Access database with details of Awards applied for and Awards successfully received 
g. General office duties, including filing, data input, together with other ad hoc requests.
h. Set up of New Awards on the finance system, Aptos. 
3. Research Grant Management

a. Providing general financial advice to academic staff and answering questions from Sponsors.

b. Monitoring awards to award budget categories, checking for accuracy of transactions and communicating the results to the appropriate academics and support staff, ensuring that appropriate action is taken as necessary.

c. Liaise with staff in any other Universities who are working with us on a collaborative basis to ensure all information requirements are met.
d. Role holder must adhere to the general accounting procedures within the department. This will include setting up of recurring journals, raising Sales invoices and ensuring that the correct recharges have been posted to the project accounts.

e. Reconciling statements from research sponsors, analysing any variances with our own data and following up differences to ensure that appropriate action is taken.
f.  Following discussions with academics and reference back to terms and conditions, advising research sponsors of changes with awards, such as revised start dates, maternity leaves etc, and answering any queries they may have. 
g. Completing key documents such as Final Expenditure Statements, quarterly claims and ensuring these are submitted on time to external bodies and salary sign off sheets for the charging of PIs salaries to grants.

h. Provide Qlikview training on the Research Qlikview app to groups of academics and/or administrators.
i. General office duties, including filing, data input, together with other Ad Hoc requests.
4. Staff Duties

a. training of new starts within the department and refresher training for peers.
Special Requirements: 
May require handling sensitive information such as payroll data
Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	Accountancy Degree or

HND or 

HNC or 

Relevant experience
Higher English

Higher Maths
	
	

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Microsoft Office and in particular very good Excel skills
Internet and email

Experience of working in a busy Finance Office

Experience of collating large amounts of data and presenting in easily understandable formats

Must fully understand basic accounting concepts (such as debits / credits) and be able to make accurate correcting entries to ledger accounts.


	Salaries - An understanding of inflation, exchange rates, pension and national insurance.
Experience of using Microsoft Access,

Aptos or Qlikview 

Experience of preparing budget v actual reports

Experience of the Higher Education sector

Working knowledge of Research Grants.

Experience of costing in any financial environment

Understanding of multi-currency issues

Basic understanding of VAT on sales

Experience of reconciling complex ledger accounts involving partial or incomplete information.


	

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Organised

Responsive

Accurate with excellent attention to detail

Interpersonal skills – must be good with people and not shy of initiating discussions with members of staff in other departments.

Must have excellent problem-solving skills with a proven track record of staying the course until the issue is fully resolved.

Can-do attitude

Team-player

Willingness to learn

Confidentiality and professionalism


	Examples of one to one or group training

Examples of working on own under own initiative

Ability to cope with changing financial regulations and internal procedures

	

	Other Attributes/Abilities 

(if applicable) 


	
	
	


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  
	Other Information  


We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref: CG1480MR 

The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/. 

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 10,500, comprising students and staff of over 120 nationalities. It has 8,200 students, just over 6,600 of them undergraduates, and employs approximately 2,540 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Benjamin Franklin, Rudyard Kipling, Alexander Fleming, Iris Murdoch, James Black, Elizabeth Blackadder, Tim Berners-Lee and Hillary Clinton.   

The University is one of Europe’s most research intensive seats of learning.  It is the top rated University in Scotland for teaching quality and student satisfaction and among the top rated in the UK for research. The 2008 Research Assessment Exercise judged 94% of the University’s research activity as internationally recognised with over 60% world leading or internationally excellent.
St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. In the 2014/15 Times and Sunday Times Good University Guide, St Andrews is ranked 3rd in the UK, behind only Oxbridge. The same guide has named St Andrews its Scottish University of the Year in 2013 and 2014. The University has eight times been named the top multi-faculty university in the UK in the National Student Survey – a direct reflection of the quality of teaching, assessment and facilities. In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. In the 2014 Times Higher Education World Rankings St Andrews is 14th in the world for International Outlook, 33rd for research and teaching in Arts and Humanities and 81st for Citations. It is ranked 111th overall in the Times Higher Rankings and 88th in the QS University World Rankings. 

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2012 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As the University enters its seventh century, it is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, the development of a major arts centre, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.
