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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title: Finance Administrator
	Job ref no: ISD-0308-24

	Grade: 4
	Department: Estates

	Accountable to: Director of Infrastructure 
	Responsible for: N/A


	Job summary: To manage the day-to-day administration of the finances for the ISD department.


	Competency: Service Delivery
Key tasks: 
· Assist with the placing of orders and processing of invoices including dealing with queries from suppliers and internal departments. Update Contracts Management Database for PO’s over £25k.
· Preparation and processing of internal recharges on a monthly basis, catering, mobile phones, Accommodation and LBIC.
· Process invoices for catering, sports bookings, electric vehicle charging.
· Manage the College mobile telephones including ordering, internal charging, monitoring, and controlling College hardware fund, monitoring and reporting on usage and maintaining the user spreadsheet.
· Administration of Estates GPC cards.
· Assist Director of Infrastructure with monthly budget forecasting and annual budget setting.

· Take minutes for Space Management Planning Group and RVC Drone Operations meetings.


	Competency: Communication
Key tasks:
· Liaise with other administrative staff in the department dealing with budget management for the individual teams.

· Provide management information for the executive team on a regular basis to ensure the effective use of the departmental funds and to highlight any areas of concern and attend monthly ISD management team meetings for finance updates.
· Assist Finance with year-end reporting, accruals, prepayments and cleaning stock takes.
· Fire Marshall duties 

· 1st line of approval for Estates expense claims.



	Competency: Initiative and problem solving
Key tasks:
· Act as the Estates link to the Finance Department to resolve queries and to keep up to date and implement changes in financial processes as appropriate, eg changes to codes on the Agresso system.


	Competency: Analysis and research
Key tasks:
· Day-to-day monitoring of the departmental and individual team budgets and taking an active part in the budget meetings with senior staff.
· Provide reporting on specific transactions where required.

· Maintenance of a number of allocation spreadsheets e.g. capital projects and minor works.


	Competency: Flexibility
Key tasks:

· To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.



