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JOB DESCRIPTION 

	JOB TITLE:

Assistant Management Accountant
Sector/Section:

Financial Services .Department
Grade:                            Scale 6
Directly responsible to:   Executive Director Finance
Directly responsible for:   N/A




	PURPOSE OF JOB: 

To provide support for the processing of financial transactions through to the general, sales and purchase ledgers, to assist in the production of monthly management accounts, annual budgets and year end accounts and to undertake any ad hoc accounting and analysis tasks as may be required.

All staff work generically and are expected to be familiar with and assist in other areas within the department.

                

	

	MAIN RESPONSIBILITIES AND DUTIES:

Financial Reporting, budgets and forecasts

Assist the Management Accountant in the :-

· Preparation of annual and longer term budgets and financial forecasts, both capital and revenue, as required internally or external to the College by various funding bodies, for the College as a whole and individual budget holders.

· Production of timely monthly budget reports for budget holders and liaison therewith on budgetary and financial control matters.

· Preparation of information and data analysis for monthly corporate management reports.

· Year end accounts preparation

Projects

Assist the Management Accountant in the :-
· Preparation of financial information for additional funding bids and financial monitoring of accepted bids through to completion and collation of appropriate information having regards to correct accounting treatment.

· Provision of statistical and financial management information as and when required in support of projects.

Staffing

· Covering for staff where appropriate.

· Provide assistance to sales and purchase ledger sections as required.

Specific

· Assist in the preparation of schedules and provision of data for Internal and External Auditors.

· Processing of Payroll data.

· Processing journals and internal transfers.

· Maintain and update spreadsheets, including accruals, prepayments and lease payments.

· Any other clerical duties commensurate with the post and grade.

· Maintenance of AGRESSO QLX system controls, system administration, management of the College’s chart of accounts, account reconciliation

· Maintain and update Fixed Asset register including reconciling to general ledger.

· Assist in Cashbook reconciliation.

General

· Ensure their and other adherence to the Colleges Financial Regulations and Procedures.

· Proactively see improvements in the efficiency of the financial services function and associated systems of control

· Any other duties commensurate with the skills, knowledge and experience of the post holder as may be required form time to time by the College.

· In carrying out their duties the appointee must:

Be aware of the College’s statement on Health and Safety and comply with Health and Safety regulations

Be aware of the College’s policy on equal opportunities.

Be aware of the College’s policy on risk management.

The post holder will be expected to work flexibly and efficiently to maintain the highest professional standards and to promote the policies of the Corporation.

The post holder will be expected to comply with any rules and regulations which the Corporation may issue from time to time to ensure the efficient operation of its business and the welfare and interests of its students and employees.




	PHYSICAL CONDITIONS

Working Hours

You will be expected to work 37 hours per week. Your pattern of work may vary from time to time. 

A certain amount of flexibility is therefore required of the post-holder, whose pattern may vary from time to time involving work on some other time outside the stated pattern as part of the working week.

Flexible Working

Whilst this particular position is normally located in the Financial Services Department, the support services within the College are operated on a flexible basis and staff are required to give support in all areas of the College, as and when required by Management, with due regard being given to their specialism.

Training

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All support staff will be required to participate in an annual staff development review.



	Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed.  The Corporation reserves the right to extend the probationary period, if, its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one month’s written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the Corporation. 

 In the interests of health and safety, smoking is not permitted in Bolton College.
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