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Job Description  	
	
	

	Job Title
	Director of Finance and Corporate Services

	Responsible To
	Principal 

	Job Objective
	

	· To oversee the College’s Financial affairs, providing leadership in financial planning and budgetary control.  Providing financial analysis and advice to support the college’s management of its financial health, all finance streams, and decision-making. 
· To lead and oversee a range of college corporate services and to provide effective line management of relevant corporate services staff: Centre Managers, IT Manager, Health & Safety Officer, Accounts Officer.
· To fulfil the role of Company Secretary.   
· To deputise for the Principal as required.

	Key Duties and Responsibilities

	FINANCIAL MANAGEMENT

1. Support the financial sustainability of the College through developing and delivering a clear financial strategy in line with the College’s Strategic Plans.  

2. Maintain a detailed knowledge and understanding of the funding environment, including Government policy in relation to tertiary education to inform financial planning and forecasting. Liaise with Scottish Funding Council, UHI and other partner colleges as appropriate on financial matters. 

3. Prepare and present annual budgets in consultation with SMT, and lead on the development and reporting of required/appropriate financial information to relevant stakeholders.  Ensure that UHI Argyll contributes effectively to ongoing UHI Transformation work, including the provision of data for the financial business case and input to shared finance services and systems project work.  

4. Provide support to colleagues to develop robust financial information related to commercial cases, major projects and other funding scenarios.  



5. Ensure that management accounts are prepared accurately and on a timely basis, providing financial analysis, cashflow monitoring and updated forecasts for the year at least on a quarterly basis to the management team and relevant Board committees.

6. Submit all mandatory returns to the Scottish Funding Council and to UHI as required, as well as other financial reports as required to other grant funders.

7. Ensure that the College has effective management and control systems in place for all financial transactions and processes. 

8. Ensure that both internal and external audits are carried out to provide assurance of the College’s management and control systems. 

9. Report to the College Board and Board Committees, acting as the Lead officer to the Audit and F & GP Committees.

10. Work with the relevant teams to ensure effective income generation from commercial business within the College, setting fees and rates for students and other courses, conferencing, room lettings and other commercial activities.

11. Provide effective financial advice, scrutiny and support on all capital developments, including effective financial management of the annual Capital Maintenance Grant, ensuring compliance with SFC terms.

12. Responsible for compliance with all relevant tax and corporate legislation. 
Procurement
1. Monitor purchasing activity to ensure cross-college compliance with Procurement Policy and Procedures and that, where relevant, the college utilises APUC framework agreements.  

2. Monitor best value for money and procurement practice across the College.

3. Consult with service users to ensure product or service specification is best-fit. 

4. Oversee the college's competitive tendering exercises in collaboration with the responsible department and other institutions where appropriate. 

Risk management and compliance
1. Take responsibility for the effective risk management of the College, reporting to the Board and Audit Committee on a quarterly basis. Develop and maintain the risk register and report to relevant groups

2. Prepare and manage the College’s Risk Register, ensuring that the College has the appropriate risk management systems in place. Maintain specific risk registers if the need arises and where new risks arise, ensure these are properly identified, reported, and mitigated to minimise the risk to the College.    

3. Ensure that the College has the appropriate systems in place to maintain compliance with all statutory obligations on the College, as a publicly funded body.

4. Responsible for ensuring the integrity and timeous presentation of the annual financial 
statements for the external auditors and the requisite supporting files.

5. Review and maintain the College Business Continuity Plan, ensuring that clear processes are in place and understood by management in the event of an emergency; acting as the Emergency Response Coordinator as required.
Corporate Management
· Work in collaboration with the Principal, the Senior Management Team and the Board of Directors to ensure that the College has an appropriate structure in place to support the College’s vision, goals and objectives.
· Develop effective collaboration between departments and other services and stakeholders to ensure that the College’s strategy is communicated and implemented effectively.
· Ensure that departmental operational plans are in place and are monitored and updated regularly to promote sustainability and growth.
· Ensure that relevant departmental key performance indicators and targets are met and that performance is evaluated at department level.
· Work with departments to review their systems and processes and identify improvements or changes to working practices where required.
· Responsible for the effectiveness of the relevant governance arrangements of the college, overseeing due diligence and reporting to relevant committees.
· Responsible for the development and maintenance of relevant policies and procedures for the College as and when necessary.
· Any other duties commensurate with the role. 

	This is a description of the job as it is presently constituted.  It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed and to incorporate any changes which have occurred or are being proposed.  The review process is carried out jointly by the line manager and employee and you are expected to participate fully in such discussions.  In all cases, it is UHI Argyll’s aim to reach agreement to reasonable changes but, where it is not possible to reach agreement, we reserve the right to make reasonable changes to your job description which are commensurate with your appointment, after consultation with you.
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