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	Job Evaluation Code
	



	Job Title
	Executive Officer (Part Time) 

	School/Directorate
	Finance

	Job Grade
	5

	Career Pathway
	MPSS



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Finance Manager ACSSS

	Posts Responsible For
	Finance Office ACSSS



Job Purpose
	
Working to objectives and priorities agreed by the Finance Manager, to be responsible on a day-to-day basis for all financial accounting activities undertaken within Lifelong Learning (LEARN), Continuing and Professional Development (CPD) and other parts of Academic and Student Support Services (AcSSS) as required.



Duties and Responsibilities
	
Key Duties

-Collaborating with colleagues in departments within AcSSS and Central Finance to ensure that the office is fulfilling finance administration responsibilities in the most effective way possible.

· Ensuring that LEARN’s financial practices and processes are fully compliant with the University’s financial regulations and procedures, supporting staff across the department in their implementation.

· Maintaining and reviewing operational procedures, and relevant documentation, to ensure that standards of service continuously meet the needs of stakeholders.

· Providing appropriate advice and guidance to students and colleagues on policies, processes and procedures related to finance.

· Ensuring that objectives and deadlines are met throughout the academic year.

· Developing a thorough understanding of the University’s financial management system.

· Developing a thorough understanding and knowledge of the financial records on the University’s Student Information Management System (SIMS).

· Contributing to the assessment and implementation of relevant projects, policies and service developments generated by the central University.

· Monitoring and approving orders (as an authorised signatory) and monitoring ledger records generated by the division finance staff.

· Preparing periodic financial statements for the Director of Lifelong Learning and the Finance Manager including income and expenditure accounts, variance analyses and commentaries.

· Ensuring that the team responds to requests for financial information from the central University services and senior officers and from relevant external regulatory and funding bodies in a timely manner.

· Completing the annual fixed asset reconciliation for LEARN, CPD, Learning and Teaching Academy (LTA) and Director’s Office divisions.

· Working closely with the Finance Manager, to manage the AcSSS finance team staff, supporting them in the effective execution of their roles.

· To participate in such division, University and external networks and forums as may be relevant to the role, under the guidance of the Finance Manager.

General Duties

· Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties.

· Abide by University policies on Health and Safety and Equality and Diversity.

· Perform other duties occasionally which are not included above, but which will be consistent with the role.






Person Specification 
	Essential Criteria (maximum of 10)

	
Important: Evidence Criteria

 It is the University’s policy to use the person specification as a key tool for short-listing.

Candidates should evidence that they meet ALL the essential criteria as well as, where relevant, the desirable.

As part of the application process, you will be asked to provide this evidence via a supporting statement.

Please ensure that the evidence you are providing corresponds with the criteria outlined below.Your application will be considered based on the information you provide under each element.

When attaching the supporting statement to your application profile, please ensure that you name it with the vacancy reference number. 

Essential Criteria

· Proven relevant experience of undertaking financial accounting activities, including the production of highly accurate reports and documents.
· Experience working with, and devising, appropriate monitoring and control procedures.
· Proven experience in management accounts reporting.
· Experience in effectively communicating financial information to non-financial staff.
· Excellent organisational skills and ability to effectively manage and prioritise own workload and that of a team to specified deadlines.
· Proven ability to use initiative and creativity to make judgements, resolve problems and identify and assess practical options.
· Ability to use IT applications fluently, with high user level skills in Microsoft Excel.
· A recognised finance related qualification such as AAT or part-qualified ACCA, CIMA, CIPFA or equivalent experience.
· Experience in personnel management.





	Desirable Criteria (if appropriate)

	· Experience of using financial bespoke computer systems, e.g. Oracle, SIMS.
· Experience of implementing systems and business process change.
· Experience of working in the Higher Education sector.






Additional Information
	The Academic and Student Support Services division encompasses a range of departments and services including Lifelong Learning, Continuing and Professional Development, Learning and Teaching Academy, Registry Operations, Education Governance, English Language Programme, Student Life, and University Library Services.

Lifelong Learning and Continuing and Professional Development develop, promote, and deliver part-time academic and professional development courses for adults. The programmes are diverse and courses are designed to meet the needs and interests of individuals whether in their personal or professional lives. 

Further information about Lifelong Learning and Continuing and Professional Development and the range of their provision and subject areas can be found at www.cardiff.ac.uk/learn, and www.cardiff.ac.uk/professional-development.
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