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Job Description

Post title: Faculty Accountant
Date last updated/evaluated: 23rd June 2025
Author: Ardel Richardson

[bookmark: _Hlk181889273]Standard Occupation Code:		Not applicable
School / Department:			Finance Department 	
Faculty / Directorate:			Professional Services 
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Head of Faculty Finance
Post line report(s):			1
Post base location:			Hybrid: Campus / Home : Highfield campus / Science Park

Job purpose: 	To support the Finance Department and the Faculty staff by providing financial advice, guidance and management information within the Faculty.

Key accountabilities and indicative time allocation:
1. 30%
Responsible for overseeing the finances for the Faculty, School or specific areas of responsibility including the budget setting, monthly monitoring, forecasting and closing the accounts. 
2. 15%
To give professional accounting advice, providing approval for non-research costings and contracts. To ensure maximum contribution to the overall economy and applications comply with University, Faculty and Sponsor regulations.
3. 15%
Manage and develop a team of staff supporting the Faculty finance needs.
  
4. 15%
Responsible for the finances for any Faculty Research Facilities, including an annual review of charge out rates. To perform detailed analysis, manipulation, and interpretation of data to create reports that highlight and prioritise issues.
5. 5%
Using specialist knowledge and an understanding of the research activity across Schools, contributing to the forecasting of future research income and expenditure patterns. To use this knowledge to inform in-year forecasts for management accounts and to inform annual Business Planning round. 
6. 5%
To be responsible for financial approval of employment contract changes and new positions within the Faculty.
7. 5%
Prepare Management Information for board and committee meetings.
8. 5%
To Deputise for the Deputy Head of Faculty Finance where necessary and take an active role in the management of the whole Faculty Finance Team.
9. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Other members of the department/University staff

External customers (Research Councils, major sponsors)

Research Innovation Services

Relevant suppliers and external contracts


Special requirements:
Not applicable 



Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, evidence of certificates and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Professionally qualified accountant or finalist with track record of passing exams. 
· Proven experience of planning and progressing work activities within broad professional guidelines and/or broad organisational policy. 
· Understanding of how the specialist/professional services provided by the post-holder support the objectives of the University. 
· Able to apply an awareness of principles and trends in a specialist or professional field and an awareness of how this affects the University.
Desirable
· Membership of relevant professional body.


Teamwork and Communication
Essential
· Able to proactively work with colleagues in other work areas to achieve outcomes. 
· Able to delegate effectively, understanding the strengths and weaknesses of team members to build effective teamwork. 
· Able to formulate development plans for own staff to meet required skills.

Desirable
· Experience of successfully managing and developing staff.

Planning, Organisation and Resource Management
Essential
· Able to seek opportunities to progress a broad range of activities within professional guidelines and in support of University policy.
· Ability to plan for and work toward known deadlines.
Desirable
· Experience of successful project management and or working to deadlines
Problem Solving and Initiative
Essential
· Able to develop understanding of long-standing and complex problems and to apply professional knowledge and experience to solve them.
Desirable
· N/A

Communicating and influencing
Essential
· Able to provide accurate and timely specialist guidance on complex issues. 
· Able to use influencing and negotiating skills to develop understanding and gain co-operation

Desirable
· N/A 

Other skills and behaviours
Essential
· Must have an excellent working knowledge of accounting systems. Competent user of Microsoft Office packages, especially Excel and Word
Desirable
· N/A 


























Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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