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	HIGH LIFE HIGHLAND

JOB DESCRIPTION 



JOB TITLE:


Principal Accountant
SALARY: 


£53,835 - £58,895 per annum
LOCATION:


Highland Archive & Registration Centre
HOMEWORKING:                  This post is appropriate for a homeworking* request to be made. Any home-working arrangements would be agreed by the post’s line manager and the administrative base would be classed as Inverness for the purposes of expenses and travel claims.
*High Life Highland home-workers must have a permanent residence in The Highland Council area or live within a 90-minute commute from the designated workplace.
RESPONSIBLE TO:

Finance Manager
JOB PURPOSE:
To assist in managing the finance function, systems, processes and controls of High Life Highland (HLH), an organisation with a budget of over £31M and to deputise for the Finance Manager in his/her absence.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Actively promote a positive and collaborative workplace culture that supports the Charity’s purpose of Making Life Better and i-care values to increase morale, productivity and performance.
2. Assist the Finance Manager in audit planning and production of statutory accounts in line with the agreed timescale, managing certain elements as directed.
3. Provide support to the budget preparation process and input to business planning, taking responsibility for management of parts as directed.
4. Responsibility for budget monitoring and preparation of monthly management reports. 
5. Manage the financial ledger including monthly reconciliations and journals.
6. Preparation of quarterly VAT returns.
7. Provide financial advice and guidance to budget holders in the determination of their budgets and related finance matters, to ensure that procedures are complied with in a consistent manner with High Life Highland’s Financial Regulations and with current legislation (mainly VAT).
8. Liaise with The Highland Council, on all day-to-day banking & treasury queries as required.
9. Assist in the management and control of procurement processes.

10. Compilation of statistical returns.
11. Provide financial input to new developments within High Life Highland, as required.

12. Maintain and implement systems, policies and procedures as required to enhance financial management.
13. Oversee the maintenance of the grant register and monitor effectiveness of grant claim procedures
14. Line manage the activities of staff in the finance section, and to support others in relation to finance function.
15. Be the designated Purchase Card Officer and from time to time as required purchase card controller. 
16. Maintain an awareness of legislative regulations and procedures to ensure effective financial controls are maintained. 
17. Participate in the delivery of all aspects of financial training.
18. Adhere to existing working practices, methods, procedures, undertake relevant training and development activities and to respond positively to new and alternative systems.
19. Pursue continuous professional development and contribute to the continuous improvement of High Life Highland as a whole.

20. Attend and undertake any training online or in person.
21. Aim to reduce wastage and uphold our environmental values of being as sustainable as possible in all tasks.
22. Assist and support other areas of High Life Highland with particular projects, training or in the event of holidays or sickness working cross-functionally across the High Life Highland team.

23. Undertake all tasks in accordance with High Life Highland policies and procedures, including General Data Protection Regulations, health and safety procedures, relevant checks, reporting any concerns to management to ensure corrective action is taken. 
Other Duties:
  
You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION 



JOB TITLE:

Principal Accountant
ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-

1. EXPERIENCE

	


· Must have at least five years’ experience in a senior financial accounting role

· Must have experience in managing staff 

2. EDUCATION AND QUALIFICATIONS

· Hold a degree level qualification in an appropriate field or equivalent 
experience and/or
· Hold a professional qualification by a recognised accountancy body
· Satisfactory Standard Disclosure Check
3. SKILLS/ATTRIBUTES GENERAL
· Self-motivated and able to work under pressure and to strict deadlines.
· Ability to manage staff effectively;
· Well-developed analytical and decision-making skills;
· Sound understanding of IT systems and networks;
· Knowledge and understanding of the business functions of the organisation;
· Working knowledge of tax and accounting issues;
· Working knowledge of payroll systems, processes and procedures; 

· Ability to remain impartial and give sound constructive advice under pressure;
4. SKILLS/ABILITIES SPECIFIC TO THE POST
· Highly numerate and literate. 

· The ability to analyse complex information and present it in an accessible form.

•
Ability to set up and maintain sound financial controls and procedures;
•
Ability to work with management team and staff to explain financial issues 

and deliver quality output.
5. INTERPERSONAL AND SOCIAL SKILLS
· Excellent communication and presentation skills, both oral and written.
· The ability to influence others and negotiate appropriate outcomes.

· Sound presentational, interpersonal skills and ability to communicate effectively with other officers.

· Team working.

