[image: ]

[image: A blue and black logo

Description automatically generated]


Job Description


Post title: Head of Tax
Date last updated/evaluated: March 2026
Author: Sally Crabb

School / Department:			Finance
Faculty / Directorate:			Finance
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 6
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Group Financial Controller
Post line report(s):			Tax Accountant
					Global Mobility Coordinator
					Tax Apprentice
Post base location:			Hybrid: Campus / Home 

Job purpose: 	Leading, managing and shaping the strategic direction of the University Group tax team. Responsible for the development and implementation of the University’s Tax Strategy for UK and overseas operations, along with supporting policy documents and for maintaining and monitoring the tax risk register. To provide professional advice and training to a range of stakeholders on all tax matters, to include but not limited to VAT, Corporation Tax, Stamp Duty and Land Tax (SDLT), all global mobility matters and payroll taxes, ensure compliance with all relevant legislation, UK and overseas, and tax‑efficient structuring of complex activities, capital projects, UK and international subsidiary and spinout operations.  

Key accountabilities and indicative time allocation:
1. 10%
Lead and manage the tax team. 
As a key member of the Finance Leadership Team, provide support to the wider finance department and Finance Executive Leadership Team to ensure that the department and University objectives are delivered.
2. 10%
In liaison with the Group Financial Controller, plan work in the short, medium and longer term. Determine priorities, set objectives and quality standards, ensure that all compliance deadlines are delivered (e.g. VAT, and Corporation Tax returns) and quality standards met.
Manage the resources needed to deliver activities and outputs within agreed parameters.


3. 10%
Shape the strategic direction of the tax function, applying professional and specialist tax knowledge and experience to identify and address strengths, and opportunities and maintain a University tax risk register. Agree medium and long-term priorities aligned with departmental and global University strategies and priorities.
4. 10%
Evaluate existing service provisions, understand feedback, long-term requirements and external developments and use these, alongside professional tax knowledge and knowledge gained through Higher Education specific networking and participation, to shape and influence future service provision and policy development.
5. 10%
Apply tax, Higher Education and accounting specialist knowledge, experience and judgement to address and resolve significant problems or issues which will often be deep-rooted, multi-disciplinary or/or cross-University in nature. 
6. 10%
Contribute as a subject matter expert to the development of institutional policies and strategies, and the translation of these into operational plans.
To play a key role on advising colleagues via written and verbal communications and via attendance at relevant committees and groups.
7. 10%
Advise and influence at senior levels within the University (e.g.VC, VPs, Deans, Executive Directors, University Committees etc.) on matters relating to global tax initiatives and foster strong working relationships with fellow senior managers and key stakeholders within and beyond the University to identify and share best practice, exploit synergies and improve service provision.
8. 10%
Develop the capability and contribution of directly and indirectly managed team members through effective appraisal, performance management and succession planning, and by motivating and mentoring colleagues to better meet the current and future needs of the department and wider University.
To take a key role in the finance department apprenticeship programme and training of professional and University staff members in all tax matters.
9. 10%
Responsible for developing and updating the University’s Tax strategy and underlying policies and procedures in line with the relevant requirements and regulations.
Ensure compliance with relevant organisational policies and procedures, and other statutory and external requirements.
10. 5%
Contribute as a key participant in departmental planning processes, including budget planning and review.
Development and maintenance of a tax value statement which captures all tax savings generated by the tax team.
11. 5%
Any other duties as allocated by the line manager following consultation with the post holder.




Internal and external relationships:
Finance Leadership Team
Finance Executive Leadership Team
University Executive Leadership Team
Professional Service teams; in particular Estates and Facilities, RIS (pre and post award Research)
Faculty and School teams
HM Revenue and Customs
Overseas tax authorities
Tax and other professional advisers based in the UK and overseas
Internal and external auditors

Special requirements:
None



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, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Comprehensive theoretical knowledge and understanding of tax in the Higher Education and/or Charity sectors, accompanied by extensive and varied practical and/or managerial experience. 
· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience, ideally accredited through registration with a relevant professional body i.e. ACCA, ACA, CIMA
· Vocational training
· Formal qualification(s) equivalent to Level 7 or 8 of the Regulated Qualifications Framework e.g. master’s degree, postgraduate certificate, diploma, doctorate or Level 7 or 8 award, certificate, diploma.
· Experience of leading a tax team function in a large complex organisation with UK and international tax exposure and compliance requirements.

· Working towards a relevant tax qualification or qualified by experience.

· Experience of working with UK and overseas Tax advisers and authorities.

Teamwork and Communication
Essential
· Proactively manages team dynamics, setting quality standards and creating an environment that engages and motivates others.
· Fosters and maintains working relationships within and beyond the University.
· Proactively works with senior managers across the University to achieve work outcomes.
· Negotiates effectively on behalf of the department or University to achieve work outcomes.
· Develops and leads key communication strategies.
· Uses persuasion and positively influences others to develop and agree long-term priorities and strategic plans.

Planning, Organisation and Resource Management
Essential
· Manages and shapes the direction of a professional tax function.
· Plans and manages major new projects or work activities, where precedent may not exist, ensuring plans complement wider strategic plans.

Problem Solving and Initiative
Essential
· Demonstrates authoritative awareness of the theories and practices of a professional, specialist or technical field, and an ability to apply this to achieve work outcomes and resolve deep-rooted or highly complex problems.
· Develops significant new concepts and original ideas within professional or specialist field to address issues of strategic importance.



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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