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Job statement    

 

Management Accountant 

Salary band Manager Salary £38k-£40k 

Department 
Finance & 

Resources 
Work location  

41 Portland Place, 

London 

Reports to Head of Finance Direct reports Finance Officer 

Role duration Permanent Last updated July 2017 

 

The organisation 

 

The Academy’s core mission is to advance biomedical and health research and its 

translation into benefits for society. We are working to secure a future in which: 

 UK and global health is improved by the best research 

 The UK leads the world in biomedical and health research, and is renowned for 

the quality of its research outputs, talent and collaborations.  

 Independent, high quality medical science advice informs the decisions that affect 

society.  

 More people have a say in the future of health and research.  

 

The Academy is: 

 An elected Fellowship of the UK’s best biomedical and health researchers 

 An independent source of evidence-based and expert advice 

 Connected to, and respected by, decision makers 

 Focused on realising cross-disciplinary opportunities across academia, industry 

and healthcare.   

 Committed to improving and celebrating diversity - in all its forms - in the 

biomedical and health research community 

 Global in outlook, reach and influence 

 Catalytic, inclusive and accessible in our approach 

 Responsive to change and innovative in our solutions  

 Adept at maximising our impact through partnership working 

 

The Academy’s 1300 Fellows have been elected on the basis of outstanding contributions 

to a range of scientific fields, and are drawn from universities, hospitals, general 

practice, industry and the public service. Our Fellows are central to all we do. It is their 

talent and expertise that ensures we can bring authoritative opinion and practical 

guidance to complex issues in medical science and healthcare. 
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The Fellowship is served by a team of 52 staff.  

 

Finance and Resources at the Academy 

 

The Finance & Resources team is responsible for maximising the Academy’s physical and 

financial resources in order to achieve the objectives of the overall Academy strategy.  It 

is led by the Director of Finance & Resources and includes seven finance and facilities 

staff who are responsible for managing the financial and physical resources of the 

Academy and its trading subsidiary, and two specialists in HR management.  The team 

aims to deliver excellent financial and facilities management that safeguards the building 

and other assets, to support staff and to provide quality assurance to senior 

management and trustees. 

The role 

 

To provide robust financial management by the production of timely and accurate 

management accounts and budget-holder reports; to support budget-holders with 

analysis of budget variances to ensure financial control and effective decision making; to 

provide regular and accurate reports to funders; and to support Academy staff by 

promoting financial and business awareness. Working in close collaboration with other 

stakeholders in the organization, to deliver comprehensive finance and business 

partnering support to the Academy. To support the Head of Finance in ensuring the 

effective use of the finance system including related processes and accounting 

structures, and in pro-actively identifying ways to optimise these. 

 

Key tasks and responsibilities 

 

Financial management 

 Prepare monthly budget-holder reports in accordance with the monthly time 

table, developing reporting packs to best meet budget holder and organisational 

needs and pro-actively recommend and implement improvements to both process 

and outputs. Be the first point of contact for queries. 

 Ensure completeness of accounting information including ensuring that allocation 

of salaries and support costs are in line with funding arrangements.  

 Carry out data integrity checks to ensure that both income and expenditure has 

been coded accurately in the finance system before management accounts and 

reports are finalised. Work closely with the Finance Officer in resolving root 

causes of coding issues. 

 Discuss variances with budget-holders and flag any significant issues with the 

Head of Finance. 

 Lead the quarterly reforecast exercise, including preparation of reforecast 

templates for completion by budget holders, supporting completion of forecasts 

by providing objective challenge to ensure the forecasts give a robust view of the 

academy’s financial position. 

 Working closely with budget holders, act as finance business partner and critical 

friend by challenging assumptions and broadening their financial thinking in order 
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to objectively assess risk and ensure consistency across teams with financial 

inter-dependencies. 

 

Funder reports and claims 

 Maintain an up to date and central schedule of reporting and claim deadlines for 

all funders. 

 Support departments in submitting claims for funding in accordance with agreed 

schedules and providing financial content of quarterly reports to funders. 

 Monitor expenditure on restricted funded projects to ensure compliance with 

terms of funding arrangements and discuss any over/under spending with budget 

holders and flag to Head of Finance as appropriate. 

 Support the Executive Director and fundraising team with financial information for 

bids to new funders and, following successful bids, ensuring appropriate 

processes are in place to monitor and report progress of Restricted Funding 

projects. 

 

Budget preparation 

 Support the Head of Finance with the annual budgeting process including 

preparing budget templates for completion by budget holders, summaries of 

submissions for review and scrutiny and reconciliations of departmental budget 

submissions from draft to final.  

 Work with Head of Finance to finalise the Academy budget for presenting to 

Director of Finance & Resources and the senior management team. 

 Prepare annual trading company budget, working with the external catering 

company CH&Co and the Head of Finance. 

 Ensure that finalised forecasts and budgets are accurately imported into the 

accounting system and a full audit trail is maintained. 

 

Strategic planning 

 Assist the Head of Finance and senior management team with the preparation of 

3 year forecasts and models. 

 Assist with other ad hoc reports as required by the senior management team and  

Finance Committee. 

 

Line management 

 Provide effective line management of the Finance Officer by holding regular one 

to one meetings, setting objectives, monitoring performance and conducting 

annual performance reviews.  

 Develop the Finance Officer role and the postholder so that that they are clearly 

focused and work effectively and efficiently to deliver team objectives.    

 

Other responsibilities 

 Ensure that all procedures and working practices relating to the accounting and 

reporting process in own area of work are documented in an accessible way and 

maintained to ensure that they remain up to date.  

 Act as cover for the Head of Finance with regard to monthly payroll, bank and 

online banking authorisations. 
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 Other duties as required 
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Person Specification 

  ESSENTIAL DESIRABLE LIKELY TO BE 

ASSESSED BY; 

I - Interview 

AF - Application form 

T - Test 

  EDUCATION, QUALIFICATIONS,  

KNOWLEDGE 
   

1 Degree or equivalent   AF  

2 Professional qualification, A passed 

(or near passed) finalist (ACCA, 

CIMA, CIPFA, ACA) 

 

 

 

  AF 

3 Commitment to the goals of the 

Academy  

  AF & I 

4 Understanding of the UK research 

funding environment 

  AF & I 

  TECHNICAL SKILLS    

5 Excellent written and verbal 

communications skills 

  AF & I 

6 Proficient in use of 

computerized accounting 

systems & familiar with issues 

regarding interface with 

databases and Excel 

 

  AF & I 

7 First class IT skills including  

MSOffice particularly Excel 

 

  AF, I, T 

8 Strong technical accountant 

with attention to detail 

  AF & I, T 

9 Excellent numeracy skills  

 

 

  T 

  EXPERIENCE    

10 Experience of charity accounting & 

VAT recovery for charities 

  AF & I 

11 Hands on experience with 

Exchequer 

  AF & I 

12 Demonstrable experience of 

building relationships with 

internal budget-holders and 

delivering management 

financial reports 

 

  AF & I 

 CIRCUMSTANCES    

13 Able to be flexible about working 

hours on occasions  

 

 

 

  I 
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  ESSENTIAL DESIRABLE LIKELY TO BE 

ASSESSED BY: 

 COMPETENCES    

14 Focussed Achievement, Initiative & 

Drive.  

 Demonstrates flexibility when 

required in order to meet 

objectives 

 Understands how own goals 

contribute to those of the 

Academy 

 Develops and implements new 

ideas, processes, practices that 

impact positively on the 

Academy 

 Actively contributes to the 

setting of budgets and controls 

costs to remain within agreed 

budget 

  AF & I 

15 Decision Making/Judgement 

Making. 

 Analyses & interprets 

information accurately 

 Understands when to maintain 

confidentiality 

 Anticipates risks and the 

implications of decisions 

 Consults with stakeholders 

where relevant to make 

informed decisions 

 

  AF & I 

16 Communicating & influencing  

effectively and professionally  

 

 Demonstrates active listening 

skills  

 Writes timely comprehensive 

and clear reports 

 Demonstrates skill in adapting 

communication style to reflect 

the audience, content or 

situation 

 Builds support for 

recommendations & decisions 

 Remains approachable and 

keeps in regular contact with 

others 

 Confident in representing and 

promoting the Academy 

 

  AF & I 
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  ESSENTIAL DESIRABLELIKELY TO BE 

ASSESSED BY: 

17 Working Together & Developing 

Relationships  

 Maintains constructive 

relationships with others even 

in difficult situations 

 Demonstrates sensitivity to 

diverse backgrounds and 

individuals in relationship 

building 

 Takes account of the impact of 

own actions and decisions on 

others 

 

  AF & I 

18 Personal effectiveness and self-

development 

 Actively seeks guidance & 

constructive feedback to 

improve own performance 

 Inspires confidence & trust in 

others 

 Shows a committed attitude to 

work and takes personal 

responsibility for delivering on 

objectives 

 Willingly provides specialist or 

technical knowledge to support 

others 

 Deals confidently with 

individuals & groups at all levels 

within the Academy 

  AF & I 

19 Leadership & people management 

 

 Ensures that team members 

understand their role and 

provides them with SMART 

objectives 

 Demonstrates ability to 

motivate staff 

 Deals promptly and confidently 

with performance problems 

 Takes responsibility for high 

standard of performance 

  AF & I 

  

 


