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Job Description: Professional Service Positions

	College/School:
	Student Life

	Job Title:
	Finance and Events Assistant - South West Wales Reaching Wider Partnership

	Department/Subject:
	South West Wales Reaching Wider Partnership

	Salary:
	Grade APM 5 

	Hours of work:
	21 per week (with the possible option of increasing to 28)

	Contract:
	Fixed Term to 31st August 2027

	Location:
	Singleton Campus



	Introduction
	To deliver its sustainable top 30 ambition Swansea University needs a professional services workforce with the differentiated skills necessary to ensure that it can deliver excellence through efficient and effective systems and processes that harness innovations in technology.

	Background information 
	Applications are invited for the position of Finance and Events Assistant to assist the South West Wales Reaching Wider Partnership team to deliver Widening Participation activities throughout South West Wales. The successful candidate will be part of an established Widening Participation team which aims to facilitate the entrance of previously excluded and under-represented groups of people into Higher Education. This initiative is led by Swansea University, located in the Student Life and works in partnership with secondary schools, FE colleges and third sector organisations in the South West Wales region.

Reporting to the SWWRW Partnership Manger, the Finance and Events Assistant will manage all aspects of financial administration; providing day to day management of all payments and participating in planning the allocation of future financial resources to ensure the optimum development of the programme. Accuracy and attention to detail are vital skills for this role as is excellent working knowledge of Excel.

	Main Purpose of Post

	1. Provide detailed analyses of income and expenditure for the Partnership Manager on a monthly basis and provide Termly Finance reports to the Steering group and an annual Finance report to Medr.

2. Develop and maintain financial management information systems, including setting up spreadsheets to set out budget lines and record expenditure and income and allow interrogation and manipulation of data for budget monitoring.

3. Reconcile records on ERP and produce transaction reports as required. Maintain journal entries both within the Department and the University.

4. Manage the year-end accounting process and ensure that all University policies and procedures are complied with and deadlines met.

5. Support the Partnership Manager to produce month by month budget forecasts and reprofile spend as required

6. Organise the purchase of items as needed by the team in accordance with University procedure 

7. Reconcile purchase card transactions for all budgets following Swansea University policies and procedures

8. Keep abreast of changes in financial regulations and legislation and advise the team accordingly

9. Provide administrative support for events including ensuring that participant data forms have been correctly completed and booking rooms and transport as required

10. Maintain an up-to-date student workforce database and assist with the recruitment and training of student leaders as required

11. Enter data and maintain records on participants, events and schools to aid monitoring, tracking and evaluation as required 


	General Duties
	12. To fully engage with the University’s Performance Enabling and Welsh language policies
13. To promote equality and diversity in working practices and to maintain positive working relationships.
14. 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. 
15. Any other duties as directed by the Head of College / Department or their nominated representative expected within the grade definition.

16. To ensure that risk management is an integral part of your day to day activities to ensure working practices are compliant with the University's Risk Management Policy. 

	Professional Services 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. 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience 
Qualifications:
· Educated to A Level or equivalent work experience

Experience:
· Demonstrable experience of working in a busy office environment
· Experience of handling confidential and sensitive information
· Proven experience of working to a high degree of accuracy and attention to detail with a clear understanding of implications of errors
· Experience of working with financial procedures and regulations and ability to identify the most appropriate resources to manage finances
· Experience of processing invoices, raising orders and purchasing
· Experience of complying with month-end, year-end and reporting deadlines
Knowledge and Skills:
· Ability to work with all aspects of Microsoft Office (Word, Excel, Access, Outlook, Publisher, Teams) especially Excel
· Excellent organisational skills to ensure all deadlines are met and that work is prioritised and deadlines are achieved
· Proven excellent verbal and written communication skills
· Evidence of excellent attention to detail and ability to keep accurate records 
· Proven ability to work independently using own initiative, manage own workloads and multi-task to achieve deadlines
· Evidence of an organised and methodical approach to work 
Desirable Criteria:
· Ability to communicate in Welsh
· Working knowledge of the University’s ABW/ERP system
· A relevant financial qualification 


	Additional Information
	Swansea University is committed to safeguarding children, young people and vulnerable adults and the successful applicant will be subject to a criminal conviction disclosure to be carried out through the Disclosure and Barring Service before a start date can be confirmed.
Informal enquiries: Alice Davies – a.t.davies@swansea.ac.uk
Shortlisting Date: 21st July tbc
Interview Date: 29th July tbc
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