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NOTE: This job description does not form part of the employee’s contract of employment but is 
provided for guidance. The below list is not exclusive or exhaustive and all members of staff are 
required to be professional, co-operative and flexible in line with the needs of the post, 
Department, School and the University. The precise duties and responsibilities of any job may 
also be expected to change over time. Job descriptions should be regularly reviewed and at 
least prior to the annual PPDR, if applicable, to ensure they are an accurate representation of 
the post. Job Holders should be consulted over any proposed changes to this job description 
before implementation 

 
 

1. Job Title: Management Accounts Analyst - Operations and Projects  

2. Pay Grade: NG6 

3. Purpose: To lead on Business Operations and Projects in providing data 
that supports management reporting requirements internally and 
externally and partnership activities with a specific focus on 
project and research accounting. 

4. Reports to: Head of Finance Operations  

 
5. Principal Accountabilities: 

 
 

5.1 To ensure all project/research/procurement transactional processing complies 
with relevant legislation and is provided to agreed timescales e.g. Resource and 
capital expenditure, grant funding activity and requisitioning and purchase order 
processing. 

5.2 To prepare and maintain a project cost register for all Professional Services 
Departments, working with the relevant project managers across the University, in 
particular Information Services (IS) and Estates &Facilities (E&F) activities. 
Structuring all project accounting to enable budget holders to review and monitor 
projects confidently. 

5.3 To report to the Purchase to Pay (P2P) senior leads through commitment 
tracking and timely Purchase Order (PO) compliance and advocating goods 
receipting to reflect charges in a timely fashion. 

5.4 To provide the Associate Director of Finance Operations and other relevant 
parties with monthly I&E reports following a detailed review of balance sheet 
reconciliations for key accounts e.g. Assets in the Course of Construction (AICC). 
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5.5 To have overall responsibility for directing resources on a day-to-day basis to 
meet operational requirements during peak times of specific operational activity 
e.g.  Quarterly forecasting and budgeting. 

5.6 Coordinating with the Associate Director of Finance Operations  to 
implement innovations and projects e.g. online expenses, project costing 

 5.7 Acting in a business partnering capacity in being the link between other areas 
within finance, Business Partners, Payroll, Research and Procurement in order 
to achieve the highest level of service delivery to internally agreed service levels. 

5.8 To be responsible for providing period and year-end prepayment and accruals 
schedules reconciled to the balance sheet account. Provide full year-end control 
accounts reconciliations. Ensure the monthly reversal of prepayments and 
accruals after period close. Liaise with Business Partners and budget holders to 
address any accruals and prepayment queries. 

5.9 Leading a team and managing the staff development and PPDR responsibilities. 
To be responsible for the performance and personal development of individual 
team members and to engage with the University PPDR process. 

5.10 To undertake ad-hoc assignments and other duties as instructed by the 
Associate Director of Finance Operations.  

 
 

6. Context: 
 

The post holder has a key role within the Finance Department and is expected to deliver 
outstanding basics and exhibit the highest standards of professional conduct and performance. 
The Finance Department is part of Professional Services and has endorsed a charter which 
identifies standards of conduct that all staff in Professional Services are expected to observe. 

The Professional Services Departments work collaboratively to contribute to the continuing 
success of the University. Pro-active and participative approaches to administration are 
encouraged, and all post holders are encouraged to work collaboratively with networks of staff 
across the University, fostering good relationships across departmental boundaries, to support 
applicants and students. Good working relationships between these departments are viewed 
as essential to the provision of a quality support service for students and other staff, both within 
the University and its Associate Colleges. 

All Departments are expected to optimise the efficiency and effectiveness of the University’s 
administration and to initiate change and innovation in accordance with the needs and 
expectations of Westminster as a modern, professional, international university. A priority goal 
for all Departments is to maintain newly-established career pathways and create opportunities 
for staff at all levels to enhance their capability and experience both for the benefit of the 
University and in support of their personal aspirations. 

Key to the success of the professional support functions is the need to continue to develop 
positive, forward-looking, relationships with academic colleagues and to foster a service ethos 
whereby efficient, effective and consistent support frameworks, policies and processes are 
developed in partnership with academic colleagues; innovation is supported and encouraged, 
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and all activities support the achievement of University objectives by enhancing the quality of 
the student and staff experience. 

The University has a structure designed to be sustainable, resilient and flexible to respond to 
the continuing changes in the Higher Education landscape and it is essential that during this 
period of transformation the post holder performs to the highest level positively supporting and 
embracing change and leads by example.  

The post holder will be expected to exhibit the highest standards of professional conduct and 
performance, in keeping with the University values, ensuring these are reflected in staff teams 
and to set standards of professional conduct in line with appropriate professional membership 
and competencies frameworks. 

The post holder must at all times: 

a) Carry out their responsibilities with due regard to the University’s Equal Opportunities 
Statement 

b) Accept responsibility for ensuring that the policies and procedures relating to Health and 
Safety in the workplace are adhered to at all times. 

c) Respect the confidentiality of data stored electronically and by other means in line with the 
Data Protection Act. 

d) Carry out their responsibilities with due regard to the non-smoking environment of the 
University 

e) The University is committed to a policy of best practice to assist in building a sustainable 
way of life by taking a positive, solutions-orientated approach. All post holders are 
encouraged to contribute through their roles to improving the environment, for the University 
and the wider community. Details of policy, information and the staff development 
supporting the policy on the environment will be promoted through the website and various 
University communication channels. 

The post holder will be expected to be able to deliver both the financial and behavioral 
changes required by the team. 

The Finance Department provides a centrally managed and locally delivered service to the 
University's principal locations. 

The University requires all post holders to have an understanding of individual health and 
safety responsibilities and an awareness of the risks in the work environment, together with 
their potential impact on both individual work and that of others. 

 
 
7. Dimensions: 

 
As the manager of the Management Analyst - Operations and Projects team you will be 
responsible for the complete, accurate and efficient operation of the Business Operations 
and Projects function with an emphasis on continuous improvement and to assist with the 
training and development of all team members. 

You will have line management responsibility for three direct reports and will have 
responsibility of mentoring, training and developing your team members. 
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Each team member will be expected to deal with all aspects of the role; to make a 
positive contribution to the team and to resolve any issues which arise promptly and 
efficiently. 

In the absence of direct line management the Management Accounts Analyst - 
Operations and Project will be the point of contract for the Director of Finance and should 
be able to provide high quality information. 

The University uses the Agresso General Ledger system; SAP for HR/payroll, Capita,  for 
receipting, StarRez, for accommodation booking, Online Payment system serving short 
courses, PALMS, virtual purse, Online Banking and the SITS Student Record System, in 
addition to new systems to be implemented e.g. online expense payments. 

 
 

Person Specification for the Post of Management Accounts Analyst - Operations 
and Projects 

 
 Essential Desirable 

Qualifications Educated to degree level or 
equivalent practical 
experience. 

 

A membership qualification 
of a relevant Accounting 
body (ACA, ACCA, CIMA). 

 

Knowledge and 
Experience 

Proven experience of major 
projects accounting. 

 

Proven experience of 
management accounting for 
research finance contracts. 

 

Experience of report 
production, collection of 
statistical analysis, 
presentation and layout of 
data suitable for a variety of 
audiences. 

 

Recent relevant experience of 
project delivery and team 
leadership within a financial 
environment. 

 

Demonstrable track record of 
working with managers at 
different levels on project 
management strategies and 
activities. 
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 Essential Desirable 

Proven experience leading a 
team in a data processing 
environment. 

Knowledge of the Higher 
Education Sector 

Experience of providing 
support, advice and services 
to a wide range of customers. 

 

A strong background in 
the use of a computerised 
financial management 
system and an advanced 
excel user. 

 

In-depth knowledge of the 
Agresso financial system. 

 

A strong background in 
internal control processes 
and procedures. 

 

Working knowledge of 
management accounting and 
project accounting. 

 

Excellent communication skills 
(Written and Oral). 

 

Experience of building build 
effective working relationships 
and working collaboratively 
across a function. 

 

Aptitudes and Abilities Excellent communication skills, 
an ability to deal professionally 
and efficiently with staff at all 
levels both within the 
organisation and externally. 

 

Ability to work under 
pressure associated with 
meeting strict deadlines. 

 

Ability to work flexibly taking 
into account changing and 
evolving circumstances. 

 

Have the ability to mentor 
and develop staff for 
succession planning. 

 

Ability to motivate and co- 
ordinate a team. 
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 Essential Desirable 

Personal Attributes Ability to self-prioritise, and 
effectively work 
unsupervised for periods of 
time. 

 

Well planned and organised, 
both personally and as a team 
member. 

 

Have a problem solving 
attitude. 

 

Responsive to new ways of 
working and new challenges. 

 

Positive about the benefits of 
change. 

 

Self-confident 
communicator. 

 

Committed to personal 
development. 

 

Must share and exemplify 
the University’s values. 

 

Have a Customer-oriented 
approach to service delivery. 

 

 
Note: 
At certain times of the year there may be a requirement to work some overtime. Annual 
leave may be restricted during month-end and year-end periods. Staff are expected to 
cross-cover to some extent and all are expected to participate in activities such as 
enrolment as work pressures dictate. 
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