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Finance Unit
The University of St Andrews Finance department currently has around 60 members of staff and is currently based in two main locations in St Andrews – The Old Burgh School (Abbey Walk), and The Gateway Building (North Haugh).  
This post is based in The Old Burgh School (OBS). 
The overall purpose of the Finance Unit is to support the University’s aim of being a financially sustainable world-leading University, consistently delivering excellence in all areas.   The Unit does this by: 
· Supporting University staff with planning, controlling and monitoring financial performance;

· Facilitating growth in research income and the recovery of full economic costs on research grants;

· Taking responsibility for indirect tax planning and maximising the use of available reliefs in line with the principles laid out in the University’s Tax Strategy

· Ensuring that efficient and effective financial systems and procedures are in place in order to safeguard and optimise the use of the University’s assets; and
· Ensuring that external financial reporting and compliance requirements are met.

The Unit strives to do this in a professional and customer-focussed way by understanding the needs of the business; through open two-way communication with other University staff and by having well-trained, empowered and motivated staff.

Operations Section
With 14 staff members, the Operations section is one of the larger teams within Finance. 

It is the ‘engine room’ of Finance and incorporates Accounts Payable, the Cash Office, Student Finance and Credit Control. Amongst the earliest champions of the LEAN methodology, the team continuously reviews its operational processes in order to realise efficiencies where possible.  This has allowed the University to process increasing volumes of transactions without adding to the staffing complement.
The student finance team maintains a permanent presence in the Advice and Support Centre (ASC), in North Street to provide on-hand support to students with funding enquiries.  In addition to this face to face support, the team can field up to 800 phone calls and emails per week at peak times such as matriculation.  The team also has two specialist staff to provide support to our US students with the complex Federal financial aid applications.

The job description for this role is attached below.

	Job Description




	Job Title: Operations Manager
School/Unit: Finance
Reporting to: Deputy Director of Finance
Responsible for: Accounts Payable, Student Finance, Cash Office, Credit Control
Job Family: Managerial, Specialist & Administrative

	Working Hours: Full-time/36.25 per week
Grade/Salary Range: 7/£39,992-£49,149 per annum
Reference No: AD1137MR 
Start Date: As soon as possible 



	Main Purpose of Role


The Operations manager (OM) has overall responsibility for the smooth functioning of Accounts Payable, Cash Office, Student Finance, US Loans Advice and Credit Control.  Reporting directly to the Deputy Director of Finance, the OM is a member of the Unit’s Senior Finance Team and is expected to input into and support the overall objectives of the Finance Unit as well as setting and reviewing the objectives of the Operations section and staff.  
As the section with the most student-facing responsibilities, excellent customer service skills are essential to the role.  A focus on continual improvement within a risk management context, is also crucial in order to ensure that processes are as efficient and effective as possible and that the risk of fraud is minimised.  The RH will be an experienced staff manager, used to setting targets and objectives, monitoring workloads and performance and ensuring that any issues are dealt with in a timely manner.
	Key Duties and Responsibilities


Accounts Payable (AP)
1. Overall responsibility for direction and management of the AP section, ensuring that purchase invoices (GBP and forex), debit notes, non-staff expenses, and sundry payments are processed accurately, timeously, efficiently and effectively onto the University’s purchase ledger and paid promptly.
2. The Role-holder (RH) will have an excellent knowledge of the University’s Procurement processes and procedures such that they can advise with any issues arising within the processes, identify potential improvements and work with the Procurement section and Schools / Units to rectify.
3. The RH will work closely with and support the Procurement Unit by actively encouraging and supporting compliance with the University’s Procurement processes and procedures.
4. Responsible for carrying out AP supervisor development and performance appraisal and ensuring that good quality reviews are done for other AP staff.  
5. RH is responsible for ensuring that any debit balances on the University’s purchase ledger are reviewed and resolved timeously.
6. Ensuring that all “Making Payments” Web-pages (Accounts Payable, Invoice Approval, foreign payments, non-staff expenses etc.) are kept up to date.
Cash Office / Student Finance

1. Overall responsibility for direction and management of the Cash Office / Student Finance Section ensuring that all AR income, cash and cheques are processed timeously, efficiently and effectively onto the University’s ledgers and that all student finance queries (tuition fees, loans, debts, bursaries etc.) are managed in a prompt and courteous manner.
2. The RH should ensure that the Cash Office / Student Finance section deals with students in a courteous and professional manner at all times, and that they are cognisant and aware of any special circumstances for individual students which may impact on advice and support (through liaison with the Student Registry, or Student Support for example).
3. RH has overall responsibility for ensuring that any late payment sanctions applicable under the University’s “Failure to Pay” policy are applied and withdrawn timeously.

4. Responsibility for ensuring that the University’s Advice & Support Centre (ASC) - based in North Street - is appropriately staffed in order to ensure that students are provided with face to face support and assistance with all student-finance matters.
5. Ensuring the security and safety of Cash Office staff.

6. Ensuring the security and safety of OBS Petty Cash, and Safe contents, in line with the University’s Cash Handling policies.
7. RH is responsible for reviewing and authorising student refunds in line with University policies and ensuring that all student payments, such as refunds and scholarships are made accurately, efficiently and promptly.
8. RH is responsible for ensuring that relevant Cash Office policies (e.g. Money-Laundering / Cash Handling / PCI-DSS / Payment Acceptance Strategy) are reviewed annually, and reflect both current legislation and best practice.
9. RH is the first point of contact for any Fraud or Money-Laundering concerns which will be dealt with in line with approved University procedures.

10. Responsible for ensuring that regular Cash-handling Audits are carried out on all areas within the University where cash is held.

11. Ensuring that all Cash Office and Student Finance web-pages are kept up to date and contain only current and relevant information for staff and students.
12. Review and action any feedback from student surveys (such as NSS)

Credit Control

1. Overall responsibility for direction and management of the Credit Controls section, ensuring that all University debt (student and commercial, foreign and domestic) is promptly recovered and bad debts are minimised.
2. The RH should ensure that the Credit Control section deals with debtors in a courteous and professional manner at all times, and that they are cognisant and aware of any special circumstances for individual students which may impact on debt collection (through liaison with the Student Registry, or Student Support for example).

3. The RH is responsible for reviewing and setting the bad debt provision (both student and commercial debt) on a monthly basis.

4. The RH Authorised to write-off bad debts to a maximum value of £5k, referring any potential write-offs above this amount to the Deputy Director of Finance.
5. Responsible for ensuring that relevant Credit Management policies (e.g. Failure to Pay) are reviewed annually, and reflect both current legislation and best practice.
US Loans

1. Overall responsibility for ensuring that US Students in receipt of Federal Loans are given the support required with applications, ensuring that tuition & accommodation payments are made from the funds received, and that accurate and timeous transfers of living expenses are then made to the students.  
2. Overall responsibility for checking student status and certifying loans made to students – ensuring that all loans made are compliant with extensive US Department of Education (USDOE) regulations.

3. Overseeing the completion of the bi-monthly student status report to the USDOE.

4. Overseeing the completion of the USDOE annual compliance report.

5. Overseeing the completion of the triennial Direct Loan Program re-certification process.

6. The RH should ensure that the US Loans section deals with students in a courteous and professional manner at all times and that their specialist technical knowledge of US Federal Funding rules is kept up to date through e.g. active participation in the US Loans discussion boards.
7. Ensuring that all US Loans web-pages are kept up to date and contain only relevant & current information for students. 
8. The Role-holder (RH) must have an excellent knowledge of US Loan regulations and compliance requirements and keep up to date with any changes which may affect the work of the section.

9. Responsible for ensuring that good quality staff development & performance reviews are completed for US Loans staff.  

Budget Monitoring & Financial Reporting
1. Preparation of the annual Finance Operations budget request required to meet operational requirements for the following 12-24 months.  This will require the RH to ‘horizon-scan’ for any changes to legislation or regulations which may have an impact on spend. 

2. Responsibility for managing and authorising any operational spend on the Operations budget code, ensuring that delegated budget limits are adhered to.
3. As a budget holder it is incumbent on the RH to try and minimise cost pressures on the University, ensuring that reasonable actions are taken to reduce costs where possible. This may include tendering services or implementing changes to procedures as required.
4. Overall responsibility for the (Non-Research) debtors section in the University’s monthly accounts.  The RH is responsible for ensuring that all student and commercial debt accounts on the University’s Accounts Receivable and General Ledger are regularly monitored and reconciled monthly, taking corrective action as required to ensure that they accurately reflect the University’s debt position in line with financial accounting regulations and University policy.
5. Overall responsibility for providing detailed monthly reviews and analysis of University debtors and prepayments (excluding research) in line with the Finance Unit’s monthly and year-end timetable.

Systems

1. RH has overall responsibility for the University’s Online Payment System – ensuring that the system administration is secure, all products are set up correctly (account codes, tax treatment, description etc) and that the customer Terms & Conditions are regularly reviewed and updated in line with regulations and best practice.
2. RH is the chair of the Student Information Desk (SID) Best Practice Group.  SID is a Call Management System which is designed to efficiently manage student enquiries, directing calls to the relevant area.   This is a fairly recently innovation and is currently being rolled out across the University.  The group currently meets fortnightly to share and develop best practice across users in other Schools & Units. 

3. RH is the Finance Representative on the University’s SITS (Student Records System) User Group.  The RH is therefore responsible for liaising with the heads of other sections within Finance who use SITS, in order to collate any issues or ideas for improvement which can then be taken to the User Group for discussion and resolution.
4. RH is the main liaison for a number of external suppliers including WPM, Fexco, Western Union and Barclaycard.  
Matriculation

1. Overall responsibility for all Financial elements of the critical Student matriculation process. RH is responsible for planning & resourcing (staff and equipment) matriculation events.  RH is also responsible for training staff, communicating with students, attending matriculation events and supporting staff with any escalated student queries or issues.
2. Note that the main Matriculation event at the start of Semester one occurs over a weekend and the Evening Degree matriculation is held in the evening. The Operations manager is expected to be available to staff and students at all times during these events.
Continual Improvements & Project Management
1. The RH will be required to stay abreast of advances in payment technologies by attending relevant conferences and training events.  
2. The RH will be required to stay abreast of any changes in regulations or best practice affecting his/her remit through regular review of the US Loans discussion boards, and the BUFDG weekly newsletter / discussion boards. 
3. If appropriate, the RH will prepare outline plans and business cases to support any proposed changes to operations and present these to the senior team for consideration.

4. Lead any ‘quick wins’ or small improvement projects where the work will be carried out by Operations staff and will have a minimal resource requirement on other Finance sections.  RH will be expected to follow the approved project process by preparing the required documentation, creating project plans, base-lining the existing processes, monitoring resource use, updating plans as necessary and reporting on realised benefits (time or cash) to the senior finance team.
5. The RH may be required to represent the Finance Unit on project teams run external to the Unit, but where changes involve either income receipts, or non-staff payments.

General Finance Operations & Staff Management
1. Overall responsibility for the management, training & development of all Operations staff. This will include setting objectives & targets for each section, monitoring workloads and performance indicators, approving holidays, ensuring that there is sufficient cover at all times, reporting sickness absence and ensuring that any issues are dealt with in a timely manner to ensure efficient and effective processing.

2. Ensuring the resilience of the Operations Section by ensuring that there are good procedures notes within all areas, that these are available to staff and that there are sufficient levels of cross-training such that there are no single-points of failure. 

3. Holiday cover for section supervisors

4. To support the Deputy Director of Finance with developing and delivering the approved annual Finance Unit Plan insofar as it relates to the Operations Section remit.

5. Active participation, preparation and reporting of Section KPIs at Senior Finance Team meetings.  The RH should keep all operational KPIs under review and to carry out ‘root-cause’ analysis such that any problems highlighted by adverse indicators are resolved timeously.
6. Active participation in the Unit’s Finance-Wide Team Briefing Sessions – including an annual update to the Finance Team on the section’s activities.
7. RH is the nominated Health & Safety Officer for Finance (Old Burgh School staff) and as such is the first point of contact for any H&S issues for Finance Staff based in the OBS.  The RH is responsible for promoting Health & Safety good practice within the department (such as ensuring workplace assessments are carried out), ensuring that the section has sufficient numbers of trained first-aiders, liaising with the OBS H&S Group, reviewing relevant H&S KPI’s, and completing Annual safety checks required by EHSS.

8. RH is the nominated Building Reporting Officer for Finance (Old Burgh School).  This requires the RH to be the main liaison with Estates in order to facilitate any estates services required by Finance staff based in the OBS (recycling, furniture moves, archiving, small repairs etc). RH will be expected to use the Estates helpdesk system Archibus to report defects and monitor work requests. 

9. Overall responsibility for the Finance Unit’s Archiving Policies and procedures, the RH is responsible for ensuring that the Finance Archiving policy is kept up to date and in line with current legislation and best practice.  The RH should ensure that all sections within Finance follow the required archiving processes and procedures and that all data (whether physical or electronic) is archived or deleted in line with the agreed policies and GDPR requirements. 

10. Responsible for ensuring that the University’s Fraud policies are reviewed annually, and reflect both current legislation and best practice.  RH will be expected to keep up to date with the latest fraud bulletins on the BUFDG website and to ensure that any identified risks are managed appropriately.
11. To be a role model for excellent customer service, leading by example and promoting a supportive, positive and professional atmosphere within the Finance Unit.
Special Requirements: 


Will be required to work one weekend during Matriculation.
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) 


	CCAB qualified (ACCA, ICAS, CIPFA, CIMA etc)

	
	Application form

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience of working with large volumes of supplier payments on a computer based financial ledger system.
Experience of working in a customer-focussed environment

Awareness of the specific issues / considerations arising with processing large volumes of income and payments

An awareness of fraud risk when processing large volumes of income and payment transactions and an ability to ensure ‘right-level’ controls are in place.

Proven and demonstrable experience of managing large (>5 people) and diverse teams, setting objectives for individuals and monitoring performance.

Awareness of the University’s HR policies and procedures.

Proven and demonstrable experience of identifying, leading and implementing efficiency improvements
	Experience of using SITS or other student record system

Experience with using the APTOS finance system

Experience of working within the HE Sector, preferably in relation to student service.

Demonstrable experience of translating regulatory requirements into policy documents

Awareness of the specific issues / considerations arising with processing HE income and payments

Experience of working with

Financial planning, setting and managing budgets

Experience of identifying future changes to the business environment and implementing change accordingly

Experience / involvement with student matriculation

An awareness of VAT as applicable to income and payments in the HE sector


	

	Competencies & Skills

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


	Must be an excellent team player

Excellent one on one communication skills (in person or by phone) and be comfortable speaking to a wide-range of individuals (students, senior staff, admi staff etc)
Excellent written communication skills 

Effective planning, organisational and time management skills with the capacity to handle multiple and conflicting deadlines
Confident and experienced user of Microsoft Excel

	Confident user of MS Powerpoint

Confident user of MS MS Word

MS Office qualification (MOS / ECDL etc)

Confident public speaker
	Interview & Test

	Other Attributes/Abilities 

(if applicable) 


	Must have a desire to continuously improve and innovate in all areas of work

Must have a positive ‘can-do’ attitude and excellent customer service skills

Self-motivated with the ability to work with minimal supervisions, whilst taking direction as required.


	
	


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: AD1137MR
The University is committed to equality for all, demonstrated through our working on diversity awards (ECU Athena SWAN/Race Charters; Carer Positive; LGBT Charter; and Stonewall).  More details can be found at http://www.st-andrews.ac.uk/hr/edi/diversityawards/.
This role does not meet the minimum requirements set by the UKVI to enable sponsorship of migrant workers.  Further information can be found at https://www.st-andrews.ac.uk/staff/policy/immigration/.

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 40% of the local population.

The University of St Andrews is a diverse and international community of over 11,000, comprising students and staff of over 120 nationalities. It has 8,800 students, just over 7,000 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 former 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. In the Research Excellence Framework (REF) 2014 the University was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

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. 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. It is established as a World Top 100 institution in annual rankings produced by QS and Times Higher Education.

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 2015 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 delivering a varied programme of strategic 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 and a Music Centre, the refurbishment of the Students’ Union, the provision of 900 additional students beds, the relocation of professional services to purpose built accommodation and the development of a wind-farm and green energy centre to offset energy costs.
