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Job Description: Finance Systems Analyst

	Faculty/Directorate/Service Area:
	Finance

	Job Title:
	Finance Systems Analyst

	Department/Subject:
	Finance Systems

	Salary:
	Grade 9 £46,735 - £55,755 per annum (pro-rate if part time) together with USS pension benefits

	Hours of work:
	Full time, 35 hours per week
The post holder will be expected to work flexibly as necessary to fulfil the duties and responsibilities of the post.

	Contract:
	This is a permanent position 

	Location:
	This position will be based at the Singleton Campus, but the post holder will be required to work flexibly. 



	Main Purpose of Post

	1. System Development: Contribute to the development of the finance system; undertake tasks such as analysis, design, build and testing, plus technical communications and documentation. 
2. System Support: Provide users with expert support; investigate, analyse and document issues identified within the software, report to the software vendor and manage issues to conclusion. 
3. System Maintenance: Undertake periodic maintenance routines outside of core business hours, e.g. period end routines. 
4. System Improvements: Seek feedback from and provide advice to end-users, so that improvements can be made to working practices and procedures. 
5. System Upgrades: In line with the UNIT4 ERP upgrade schedule or in-house development, ensure that future versions of the system are fully tested using organised, structured and well documented testing procedures. 
6. Prepare environmental analysis: Ensure all related systems are documented and included within the solution design process.
7. Contribute to project documentation: This will include project initiation documents, solution design documents, project plans, training materials, etc. 
8. Training Materials: Review existing training materials, identify gaps and create new/update existing training materials.
9. End User Training: Provide training, instruction, documentation and support to the end-user, informally in one-to-one situations and in formal training events.
10. Develop and maintain relationships: 
a. Share knowledge and expertise with users in external organisations. 
b. Liaise with colleagues in language appropriate to the intended audience. 
c. Communicate with other stakeholders as and when required.
11. Work independently when required or as part of a project team as needed.
12. Organise your workload to meet targets and deadlines.
13. Manage your own time effectively and efficiently and contribute to managing other team members.
14. Maintain and enhance your professional knowledge and pass on best practice to your peers.
15. Participate in and lead staff development activities, as well as the University’s probation, mentoring and professional development and review processes as required.


	General Duties
	1. To fully engage with the University’s Performance Enabling and Welsh language policies
2. To promote equality and diversity in working practices and to maintain positive working relationships.
3. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
4. Any other duties as agreed by the Directorate.
5. To ensure that risk management is an integral part of any decision-making process, by ensuring compliance with the University’s Risk Management Policy
6. Maintain and further enhance own technical and staff management skills in accordance with business requirements.

	Leadership Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values: Professional services values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

In addition you will operate to a defined set of Leadership Values: 

We are Professional 
We develop ourselves and our teams through continued professional development, and use feedback to improve. We create a culture that delivers successful outcomes through people, supporting, developing and challenging our teams to succeed. We involve our people in developing a vision for the future and in enabling innovation and change, improving University, team and individual performance.

We Work Together 
We enable our teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of our customers. We are responsible for creating environments that demonstrate equality, foster trust, respect and challenge. We are accountable for providing clarity and direction, communicating the “big picture” and harnessing ideas and opportunities to achieve the University’s vision.

We care 
We create environments that identify, understand and give priority to delivering the needs of the University Community (our students, colleagues, external partners and the public). We motive and inspire our teams to provide the highest standards of personalised care and in doing so uphold the Swansea University brand.


	
Person Specification

	Essential Criteria:

Leadership Values:
1. Demonstrable evidence of creating a culture that delivers successful outcomes through people, developing and challenging teams to succeed and take pride in delivering professional services and solutions.
2. Ability to enable teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of customers, and in creating environments that demonstrate equality, foster trust, respect and challenge.
3. Demonstrable experience of creating environments that identify, understand and give priority to delivering the needs of the customer, and in motivating and inspiring teams to provide the highest standards of personalised care.

Qualifications
Qualified/part-qualified accountant or extensive, technical experience working with finance systems

Experience
1. [bookmark: _Hlk507684669]In-depth knowledge of Unit4 ERP (ABW/Agresso/Unit4 Business World)
1. Extensive experience of working with financial systems commensurate with grade
1. Experience of producing documentation to support IT design and development projects
1. Extensive experience of data extraction and report writing
1. Experience of comprehensive system testing
1. Experience of providing training to others

Knowledge and Skills
1. Excellent IT literacy skills
1. Excellent analytical skills
1. Effective at discussing, with both users and consultants, the requirements of the system
1. Ability to translate business needs into innovative, effective and efficient solutions of excellent quality, to achieve Finance and University goals
1. Excellent communication skills including the ability to listen, understand and respond to ensure that all contact is positive and personal
1. Ability to learn new skills and to use them effectively
1. Excellent interpersonal skills, able to collaborate with other areas of the business and be able to prioritise and organise their own workload
1. Understanding of effective project techniques

Desirable Criteria:
1. Broad knowledge of student management systems
1. Broad knowledge of business intelligence software packages
1. Detailed understanding of the issues affecting University finance departments, and how systems can be used to enhance their effectiveness and efficiency
1. Ability to communicate through the medium of Welsh


	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.


	Additional Information
	Informal enquiries: Debbie Jones, d.l.jones@swansea.ac.uk
Shortlisting Date: 28th May 
Interview Date: 2nd/3rd June 
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