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Job Description and Person Specification
Summary
	Job title:
	Senior Accountant

	Area:
	Finance

	Reference:
	EHA2621-1025

	Grade and 
Salary:
	£46049 - £51753 per annum, pro rata. 
Grade 9, Points 36 to 40

	Contract Type:
	Permanent

	Hours:
	Full Time (36.25 hours per week)

	Location:
	Campus based role. Ormskirk, Lancashire, L39 4QP

	Accountable to:
	Head of Accounts

	Reporting to:
	Head of Accounts


	
About the Role
[bookmark: _Hlk212204425]As a key member of the Accounts Team, you will play an important role in delivering both financial and management accounting activities that contribute to our award-winning service provision and support excellent financial performance within a strong control environment.

In your financial accounting duties, you will maintain the fixed asset register, prepare the University’s corporation tax and VAT returns, manage cash flow forecasting, and complete external financial returns, ensuring that your work upholds the high standards of our service. Your management accounting responsibilities will involve coordinating the annual budget process, producing monthly management accounts, preparing accruals and prepayments, and responding to accounting queries, all while contributing to the efficiency and effectiveness of the team.

You will act as a key point of contact for external stakeholders and work closely with senior administrative managers, Pro Vice-Chancellors, and Directors across the University, using your expertise to support both operational excellence and the strategic objectives of the Finance Service.

Throughout your work, you will demonstrate strong interpersonal skills and excellent technical expertise within a supportive and collaborative environment that values professionalism and continuous improvement. Your contributions will directly strengthen our award-winning service and the University’s wider financial performance.

As part of a University recognised as Modern University of the Year in the Times and Sunday Times Good University Guide, you will join a healthy, vibrant, and friendly workplace. Alongside on-the-job systems training, we offer funding and support for external training courses tailored to your skillset and career goals, helping you further enhance the impact you make within the team.














[bookmark: _Hlk167790901]
Duties and Responsibilities 

1.	Organise and prioritise workload effectively to ensure accounting timetables and deadlines are met.
2.	To be responsible for the preparation and co-ordination of external reports, including the Financial Statements and the Finance sections within the Of S Monitoring Return, solving issues as they arise, being a point of contact for queries raised by external assessors. Final review and submission made by the Director of Finance. 
3.	To be responsible for the co-ordination and accurate/timely completion of the Quarterly VAT return and annual corporation tax return. Where required, to liaise with external auditors and tax advisors with respect to all direct and indirect tax related matters including corporation tax queries and VAT issues.
4.	To lead the management and processes of Fixed Assets ensuring accuracy is maintained and to be the main point of contact for queries and provide guidance to all staff over fixed asset procedures.
5.	Production of accrual and prepayment journals and analysis of reports on a monthly or annual basis as part of the completion of the monthly management accounts and annual statutory accounts for the University and its subsidiary companies.
6.	To be responsible for the production of monthly management accounting information for budget holders including preparation of Income and Expenditure Account, Balance Sheet and Cashflow Statements as well as supporting reports. 
7.	To be responsible for the production of the Annual Budget, supporting budget holders and ensuring the accurate and timely production of the Institutional submission of budgeted Income and Expenditure, Balance Sheet and Cashflow statements. 
8.	To be responsible for the accurate and timely analysis and processing of Intercompany billing each month.
9.	Proactively review and evaluate systems and processes amending, creating and implementing changes to provide a more effective, efficient service that meets the changing needs of customers.
10.	To actively challenge areas of non-compliance with Edge Hill’s administrative and financial regulations.
11.	To initiate, develop and lead internal networks with senior administrative staff across the University with respect to accounting developments. Provide leadership and financial guidance to faculty administrators to ensure compliance.
12.	To keep technical knowledge up to date through active learning, and serve as a source of knowledge for the institution in accounting and taxation.
13.	To undertake any other duties as deemed appropriate by the Head of Accounts.
In addition to the above all Edge Hill University staff are required to: adhere to all University policies and procedures; complete all mandatory training and induction modules, including Equality & Diversity and Health & Safety; engage in appropriate learning and development activities; actively participate in performance review; demonstrate excellent customer care; contribute to an inclusive environment for everyone; respect confidentiality; act in a sustainable and environmentally conscious manner; and proactively consider accessibility in all aspects of your work.
Eligibility

Candidates should note that shortlisting will be based on information provided on the application form with regard to the applicant’s ability to meet the criteria outlined in the Person Specification attached.









Person Specification 

Please note that applications will be assessed against the Person Specification using the following criteria, therefore, applicants should provide evidence of their ability to meet all criteria. Where a supporting statement is indicated you will be asked to provide a statement of how you meet this criterion within the application form. 

Qualifications

	Criteria
	Essential or Desirable Criteria
	Method of Assessment


	Completed a qualification with a recognised accounting body
	Essential
	Application

	Educated to degree level or have equivalent work experience
	Essential
	Application



Experience and Knowledge

	Criteria
	Essential or Desirable Criteria
	Method of Assessment


	Accounting work experience at an equivalent level
	Essential
	Application

	Experience of working in a busy accounting
function in a large organisation
	Essential
	Application

	Knowledge of financial management procedures and controls
	Desirable
	Application and Interview

	Able to develop and enhance computerised management systems, including advanced Excel to create, update and manage workbooks and to analyse and report on data
	Essential
	Application and Interview

	Able to highly effectively plan and organise service delivery and to be responsive to business needs
	Essential
	Application and Interview

	Experience of data manipulation and utilising management information reporting tools to extract data/run reports from databases
	Essential
	Application and Interview





Abilities and Skills

	Criteria
	Essential or Desirable Criteria
	Method of Assessment


	Competent in IT including Excel and Word.
The ability to use technology to record, collate, analyse and present meaningful management information
	Essential
	Application and Test 

	The ability to organise own personal workload and work effectively under pressure, prioritising whilst meeting multiple and sometimes conflicting deadlines
	Essential
	Application and Interview

	Excellent interpersonal skills with the ability to build working relationships at all levels
	Essential
	Application and Interview

	Excellent oral and written communication skills with the ability to produce and articulate, clear and concise reports, policy and business documents
	Essential
	Application and Interview

	The ability to work effectively within the framework
defined by the position without frequent supervision
	Essential
	Application

	Clear logical thinker with astute decision-making skills
	Essential
	Application and Interview

	Able to demonstrate a strategic solution focused analytical approach to problem solving that is adapted to the needs of the customer and the continued success of the organisation
	Essential
	Application, Interview and Presentation

	Ability to deliver a high standard of work
accurately under pressure, displaying excellent attention to detail and highly developed analytical skills
	Essential
	Application and Interview

	Ability to clearly demonstrate a positive solution focused approach to change and to role model professional and positive behaviours
	Essential
	Application and Interview

	A willingness to support the management of the Department in fulfilling tasks outside the immediate scope of the position as described, as required
	Essential
	Application and Interview

	An understanding of the importance of Diversity and support for Edge Hill’s Equality and Diversity Policy
	Essential
	Application and Interview

	Demonstrable commitment to personal continuous development
	Essential
	Application 



Candidate Guidance and How to Apply

Join our team at Edge Hill University! We're looking for talented individuals to join our dedicated and supportive community and make a difference to our students. At Edge Hill we value the benefits a rich and diverse workforce brings and welcome applications from all sections of society.
Have any questions? 
For informal enquiries about this vacancy, please contact Jaime French, Head of Accounts at jaime.french@edgehill.ac.uk. 
Ready To apply:

1. Go to our jobsite - https://jobs.edgehill.ac.uk/Vacancies.aspx
2. Find the role you wish to apply for.
3. Click the "Apply Online" button on the job advert and follow the easy steps to prepare and submit your application.

Key points:
· Closing date: Please refer to the advert for the closing date for this vacancy. Vacancies automatically close at 23:59pm [GMT]. Please note, that the University may on occasion close a post early if vacancies attract high volumes of applications; we therefore encourage you to prepare and submit your application in good time. 
· Next steps: We'll contact you by email, usually within two weeks, to let you know if you have been shortlisted.
· Shortlisting: Information you provide on your application will be assessed against the person specification for this role. We encourage you to clearly show how you meet the requirements presented in the person specification. We encourage use of specific examples of your experience, knowledge and skills within your supporting statement(s).
· Pre-employment checks: Following offer, successful candidates will need to provide original proof of identity, qualifications and professional memberships, and evidence their right to work in the UK. You will also complete a pre-employment health questionnaire to support Edge Hill University make appropriate adjustments to support you in the role.
· References: You will be asked to provide details of two referees on your application form. References will be collected following issue of an offer of employment. Guidance on how to select your referees is provided on the form. The University may ask you for alternative or additional referees to cover your previous three years of employment during pre-employment 
· Start date: A start date will be arranged after pre-employment checks are completed.
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