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INVESTOR IN PEOPLE




Post Title: 

Assistant Principal Finance & Risk Management



Grade: 

53-56 (£56,363 - £61,600pa)
Line Manager: 
Vice Principal Corporate & Business Development 

Line Management: Responsible for the management of the Finance, Payroll and Health & Safety teams
Main purpose of post:
· Be responsible for all financial arrangements, including the payroll system, of the College and its subsidiaries and ensure they meet statutory, regulatory and auditing requirements. Liaise with colleagues and external bodies to ensure that systems accurately reflect the diverse activities of the College. Ensure that the reporting is maintained and developed to reflect best practice in the sector.
· To oversee Corporate Risk, management reporting and processes.
· To oversee the management and report on items relating to Health and Safety. 

Key duties:

Processes

· To achieve targets established by the College’s Executive Team annually and provide progress reports towards their achievement via the management review process, where applicable.
· To communicate the activities undertaken within your area via the College’s meeting structure, the staff bulletin and during staff conferences.

· To make operational decisions within the approved policy and procedure framework of the College, keeping the line manager advised of issues that could develop beyond the post remit.

· Produce, within agreed timescales, management accounts and statutory accounts for the College and its subsidiaries within statutory guidelines and reflecting good practice.

· Be responsible for the integrity of all the financial systems that feed into the accounting process.

· Pay staff while complying with all Inland Revenue and pension scheme requirements.
· Lead on the budget setting process and the generation of the three year financial plan within the College planning cycle, ensuring that it delivers the College’s financial targets and incorporates all activities the College is, or is planning to be, involved in.
· To propose, and subsequently apply and interpret, the College tuition fee policy and schedule of other charges, ensuring that the subsequent receipts meet agreed targets.

· Ensure that the College continues to have robust and effective disaster recovery procedures and test their effectiveness periodically.

· Ensure that the College maintains adequate insurance cover in respect of buildings, grounds, contents and other various liabilities. Negotiate terms and premiums as necessary with the relevant College advisors and ensure all claims are effectively managed. 

· Ensure that the College continues to have robust and effective arrangements for managing risk across all of its activities.
· Develop and implement an effective procurement strategy that demonstrates year on year savings on goods and services acquired by the College.

· Manage the administration of the Learner Support Fund and EMA/ALG schemes for the College to ensure they are used in the most effective way possible for the benefit of both the learners and the College.  

· To be responsible for all VAT, Corporation tax and other related tax matters for the College and its subsidiaries.
· Undertake routine and ad hoc detailed reviews of activities to ensure continued compliance with College Financial Regulations.

· Be the main operational contact for all auditing activities across the College relating to financial systems.

· To reconcile the output from the finance system to other key systems across the College, including the CIS and HR systems, and bring them together in a coordinated scorecard of quantifiable performance. 
· Responsible for Corporate Risk management processes and reports.
Financial

· To be responsible for maintaining an overall monitoring and reporting framework to highlight adverse variances to budget at the earliest opportunity.

· To monitor efficiency across the College relative to budgeted expectations, carrying out specific reviews of operational areas as requested by the Vice Principal Corporate & Business Development.

People

· To line manage a team to facilitate the efficient delivery of tasks within the post remit. 

· Conduct appraisals of staff the post holder is responsible for within the time constraints stipulated by the Human Resources Team.
· To address staff underperformance with appropriate support and advice from the Human Resources Team.
Quality

· To produce an aggregate self-assessment and operating statement report.
· To develop and maintain the College Financial Regulations and departmental financial procedures, in the form of an annual review, to ensure they continue to reflect good practice.

· Communicate via agreed appropriate mechanisms, feedback from management groups attended.
· Carry out benchmarking reviews for post remit.

Improvement

· To identify relevant trends and the implications for the College to incorporate into future action plans.
· To establish quality improvement plans with teams which contain SMART targets.
· Develop systems to ensure on-going improvements to efficiency.
Health and Safety

· To have operational responsibility for College health and safety arrangements to ensure that they meet all statutory and regulatory requirements and be a champion of Health and Safety across the College.

· Maintain the policy and guidance framework within the College to ensure that it continues to accommodate the latest developments in health & safety legislation. 

· Ensure compliance with the requirements of the College’s Health and Safety Policy and be proactive in championing a safe and healthy working and learning environment 

· Oversee the activities of the Health and Safety Department and other external advisors, taking responsibility for providing feedback to the Corporation as required.

· Ensure that all necessary risk assessments are completed, in the agreed format, prior to activities taking place to which they relate.

Leadership

· To Chair meetings as required by the Executive Team.

· Be prepared to report to the College’s Corporation at Board and Sub-Committee meetings.
· To prepare the area for inspection by the relevant regulatory authorities.  

· To promote excellence in standards to enable self-assessment to contribute to a cross-College grade one in leadership within an agreed timescale.

· To fulfil the duties of the Duty Officer as part of the College rota.

· To set the direction and facilitate change to continually improve and innovate.
College Values

· To actively promote the College’s values and act as a role model for colleagues.

· To actively promote equal opportunities and widening participation in provision.

Person Specification:
The successful candidate is likely to be able to demonstrate the following:
· Be a fully qualified accountant (ACA, ACCA, CIPFA, CIMA).
· Experience of developing systems to generate efficiency and coherence.
· Experience of managing the finances of a large and diverse organisation within regulatory guidelines.
· A commitment to excellence.
· Well developed communication and influencing skills.
· Experience of, or ability to adapt quickly to an educational environment




Committed to equality of opportunity for all
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