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East Durham College
Job Description

Post Title:		Assistant Finance Business Partner		 

Location:		Willerby Grove Campus, Peterlee		

Responsible to:	Finance Business Partner	 

Attendance Requirements: 		37 hours per week/full year basis

Salary: 	Scale 24					 


Main purpose: 
The role will support the Finance Business Partner in the provision of management accounting, budgeting and forecasting, and the delivery of timely and accurate financial information to internal stakeholders. The postholder will provide high-quality financial support, analysis and reporting, whilst developing business partnering skills.



Main duties:

Financial Management:
Support production of Financial Management Reports.
Assist in preparing reports for budget holders.
Prepare variance analysis and investigate variances.
Support monthly budget holder meetings.
Assist in forecasts and financial planning.
Prepare balance sheet reconciliations.
Assist in VAT return preparation.
Support payroll accounting processes.
Assist with project costing.
Support compliance with funding requirements.
Assist in grant reconciliation and audit evidence.
Support externally funded project monitoring.

Budget Setting Process:
Support annual budget process.
Work with budget holders to gather plans.
Assist in budget phasing and system uploads.
Contribute to variance analysis.
Support preparation of budget documentation.

Performance and Service Delivery:
Plan workload to meet deadlines.
Provide accurate financial information.
Develop relationships with budget holders.
Support continuous improvement activities.
Ensure compliance with financial regulations.

Development:
Work towards a professional CCAB qualification.
Participate in training and development.

Other Duties:
Participate in appraisal processes.
Undertake duties commensurate with the role.
Comply with policies and safeguarding responsibilities.
Promote equality, diversity and inclusion.
Adhere to health and safety requirements.




Other Duties relevant to all EDC employees


· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.











	Person Specification 

	
	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	Part-qualified CCAB (ACCA, CIMA, ACA) or actively studying towards qualification
	
	
	

	1.2

	GCSE level standard education or equivalent (maths & English)

	

	
	
Application form

	1.3
	Degree or equivalent in a relevant subject
	
	
	

	1.4
	

ICT Qualification


	
	
	

	2) Experience
	

	2.1
	Experience of working within a finance function
	
	
	

	2.2
	Experience of assisting in management accounts preparation, budgeting or forecasting
	

	
	

	2.3
	Experience of working with financial data and producing reports
	
	
	

	2.4
	Experience of using finance systems and Excel
	

	
	

	2.5


	Experience within Further Education or public sector
	
	
	

	2.6
	Experience supporting external audits or statutory accounts
	
	

	

	2.7
	Experience of working with funding or grant income
	
	
	

	2.8

	Experience supporting budget holders or non-finance stakeholders
	
	

	

	3) Skills and Knowledge:

	3.1
	Strong IT skills including Excel
	

	
	

	3.2
	Good analytical and numerical skills
	
	
	

	3.3
	Attention to detail and accuracy
	

	
	

	3.4
	Ability to interpret financial data and present information clearly
	

	
	

	3.5
	Knowledge of FE funding and financial regulations
	
	
	

	3.6
	Knowledge of accounting standards
	
	

	

	3.7
	Experience with reporting tools (e.g. Power BI)
	
	

	

	3.8
	Ability to communicate effectively with non-finance staff
	
      
	
	

	4) Attributes / Other Requirements:
	
	

	4.1
	Proactive and organised approach to work
	

	
	

	4.2
	Ability to work under pressure and meet deadlines
	
	
	

	4.3
	Willingness to learn and develop professionally
	
	
	

	4.5
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours

	

	
	Interview

	4.6
	Communication - Ability to communicate clearly and effectively to all levels, both verbally and in writing.

	
	
	Interview

	4.7
	Working individually or as a team - Ability to work independently and as part of a team under minimal supervision.

	
	
	Application Form / Interview

	4.8
	Driving - Full UK Driving License and / or access to a vehicle (if applicable).

	
	
	Application Form 
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