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Job Description
Directorate/Division: 
Finance 
Title of Job:


Systems Accountant 
Responsible to:

Head of Finance
Key Purpose:
To develop and implement improvements to Finance policies and procedures, maintain and develop Finance systems and assist the Finance team in all duties as required.
Grade:



SO2 Spine Point (30 – 32)
Location:
Paddington Green Campus but may be required to work elsewhere within the College.
Finance systems administration

1. Ensure data integrity within Sage Intacct, the College’s Finance system, working with members of Finance, HR and MIS as necessary to maintain data quality.

2. Working closely with Finance system vendors to ensure systems are up-to-date, and any new system functionality is tested, minimising disruption to end users.

3. Update and maintain the College’s Finance Procedures, recommending and implementing improvements where appropriate.

4. Responsible for updating and maintaining organisation structures within Sage Intacct, VT2000, and other systems, for example Alvius, creating new department codes and divisions where necessary.

5. Maintain system dimensions in Sage Intacct, including GL code structures, locations, funds and employees across all College entities.

6. Create, delete and administer users across all Finance related platforms, including but not limited to Sage Intacct, VT2000, NatWest Bankline, NatWest Autopay, NatWest Tyl and Barclaycard.

7. Administer and maintain system functionality and help to improve business processes, for example work flows and process chains, making recommendations where applicable.

8. Monitor, correct and cleanse purchase orders raised within Sage Intacct to ensure accuracy of financial commitments, working with budget holders where necessary.

9. Clean-up Finance drives moving important files to Microsoft Collaboration (Cloud), marking old and obsolete files for deletion.

System development and process improvements

1. Work with the MIS team to improve output of tuition fee information from the College’s Student Record system for import into the Finance system, automating the process where possible.

2. Update all Finance forms, automating these where possible, for example, credit card usage forms, season ticket loan application forms, and employer sponsorship forms.

3. Implement MTD VAT system procedures.

4. Improve banking procedures, from depositing cash through to reconciling bank accounts.

5. Work with the HR Systems and Data Manager and wider HR team on data transfers between HR and Finance systems, including from iTrent and Alvius to Sage Intacct.

6. Work with external software vendors to improve reporting capabilities within Finance. Consider the use of Power BI to report results from multiple platforms.

7. Working with the Ledger team to improve and streamline the processing of vendor invoices, using Sage Intacct’s import functionality where appropriate.

8. Assist in the implementation of audit recommendations and improvements.

9. Develop and maintain a robust interface between IDXtra tills, Tyl PDQ machines and Sage Intacct, working with customer facing support staff and MIS where necessary.

End-user support

1. Provide system and technical support to end users.

2. Provide system training to end users through 1-2-1 or group sessions as appropriate.

3. Update and maintain the Finance intranet site with pertinent information. To include, for example, Standing Financial Instructions, purchasing procedures and instructional videos for use as a reference guide for all staff.

Other duties

1. Assist Finance team in all aspects of work as and when required. This may include posting journals, conducting reconciliations, assisting in debt collection, assisting in the production of annual Financial Statements, creating and amending budget dashboards, and preparing ad-hoc Financial reports.

Person specification

Essential

1. A qualified accountant with experience working within a finance department, or QBE accountant with a minimum of five years’ experience.

2. Proven track record of implementing improvements.

3. Good communication and interpersonal skills with a customer service focus.

4. Ability to prioritise workloads and manage conflicting demands to ensure deadlines are met.

5. Excellent numerical skills for analysing and handling financial information.

6. Proficient with MS Office packages (including Word, Excel and Outlook).

7. Ability to work flexibly, supportively and co-operatively as part of a team and to develop and maintain effective working relations with staff at all levels.

8. Ability to use initiative and work independently to accomplish objectives.

9. Understanding of the need for appropriate financial procedures in compliance with central College requirements and to ensure they are adhered to in practice.

10. Understanding of the College’s responsibilities and procedures for safeguarding young people and vulnerable adults.

11. A commitment to the College’s Equal Opportunities Policy together with an appreciation of the contribution which every member of staff can make in their day-to-day work to the implementation of such a policy.

Desirable

1. Familiarity with information systems including the College’s accounting system Sage Intacct, the College’s student record system Pro-Solution, and other systems such as VT2000 and Alvius.

2. Experience developing on-line tools and forms.

3. Advanced MS Excel skills.

4. Good technical and analytical skills.

