 

Contract: 	2-year fixed term (with review for continuation)

FTE: 		0.7 (3.5 days 26.25 hours per week)

Salary  		£52,000 – £55,000 FTE (pro rata £36,400 – £38,500)

Reports to: 	Director of Training

Line-manages: 	Finance Officer

Works closely with: Operational Manager , Quality & Compliance Manager, IT Manager
Regulatory Interfaces: Office for Students (OfS), Staffordshire University, SEG, and PSRBs (UKCP, BACP, UKATA, EARTA).


Purpose of Role

To ensure financial sustainability, data integrity, and regulatory compliance through strategic and daily financial management, institutional data oversight, and reporting across all SPTI programmes.

Key Responsibilities

[bookmark: _Hlk212468360]A. Strategic Financial Oversight

· Produce and maintain medium-term financial forecasts (2–3 years) to support planning and sustainability.
· Respond to and plan for change to LLE in relation to student finance,  loans and processes
Undertake scenario modelling (including student numbers and income, fee changes, staffing numbers and costings).
· Present financial and data dashboards to the Directors and governance committees.
· Provide financial interpretation and recommendations to support Board discussions.
· Liaise with the external accountant to validate financial models and strengthen governance assurance.
· Undertake annual OfS and university partnership financial reporting processes, including the OfS Annual Financial Return.

[bookmark: _Hlk212468420]B. Data Management and Reporting


· Ensure integrity and accuracy of all financial and student data within Claster, Cognito, Xero and other systems.
· Lead institutional data returns to OfS/HESA-equivalent datasets, Staffordshire University, and PSRBs.
· Oversee internal dashboards for academic and financial KPIs.
· Ensure compliance with OfS Condition B3 and data quality assurance standards.

[bookmark: _Hlk212468383]C. Financial Operations and Line Management

· Provide day-to-day line management to Finance Officers, ensuring accurate transaction processing and reconciliations.
· Manage daily financial systems and processes, including monitoring bank accounts , fee payments and payroll, invoicing , credit control and student finance queries.
· Supervise workload, priorities, and performance reviews for Finance Officer.
· Oversee and produce monthly and quarterly finance management reports for Directors.
· Align operational finance processes with strategic reporting requirements.

[bookmark: _Hlk212468399]D. Systems and Data Integrity

· Work collaboratively with the IT Manager  to ensure systems are secure and compliant.
· Maintain documentation for data processes and audit trails in line with GDPR.

[bookmark: _Hlk212468450]E. Cross-Institutional Collaboration

· Collaborate with the Business Operations Manager and Directors of Training on financial resource planning and operational data.
· Work closely with the Quality & Compliance Manager to ensure consistency between financial and academic data.
· Provide data to inform equality, diversity, and inclusion (EDI) monitoring and institutional risk reviews.
Governance and Reporting

Reports to the Directors. Contributes to institutional reporting and regulatory compliance across OfS, Staffordshire University, SEG, and PSRBs. Prepares data and financial dashboards for internal and external assurance, supporting evidence-based decision-making.
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Person Specification 


	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Qualifications or training
	
· ACA/ACCA /CIMA qualifications or equivalent gained through experience in a similar role 
· Ideally qualified to at least BSc level or equivalent 

	· Degree in Finance Management 
· Master’s Degree in finance, accounting and management
· Further relevant professional qualification

	Knowledge & experience 

	
· Successful and relevant financial leadership and management experience, at least two years 
· Experience of motivating and leading staff. 
· Experience of working effectively with a wide range of external partners
· Ability to work independently and with a high level of autonomy
· Proven experience of budgetary management and financial control within a small or medium sized organisation
· A working knowledge of data protection legislation 
· Experience of strategic planning
· Experience of creating and analysing management  reports




	· Experience of working within a Higher Education setting
· Awareness and experience of the delivery of counselling and psychotherapy training 
· An awareness and understanding of Finance in Higher Education


	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Skills & abilities
	
· Exceptional planning and organisational skills including meeting management deadlines
· Highly numerate with ability to analyse data and evidence of excellent IT skills including Microsoft office, advanced Excel and Xero 
· Excellent written and verbal communication skills with attention to detail 
· Ability to produce and analyse financial management reports and present to directors 
· Ability to analyse data and ensure data integrity of financial and student data 
· Knowledge and understanding of Data Protection legislation and best practice
· Attention to detail and accuracy

	· Experience of working with and managing financial processes in a Higher Education setting, counselling or training or social care setting 
· Awareness and understanding of HE Student Finance and forthcoming changes to LLE 



	
	· An ability to use initiative and prioritise workload and oversee workload of others
· An ability to consult and share decision making with the senior team
· An ability to follow instruction
· Ability to lead by example and to work collaboratively
· Skills and confidence to supervise finance staff and undertake staff appraisals
· Skills and confidence to manage change and conflict
	· 

	Personal attributes
	· Highly developed interpersonal skills
· Highly motivated and able to use own initiative
· Have a positive, warm, relational approach to financial management and team working
· Personal qualities of robustness, integrity, openness and honesty
· Commitment to own personal and professional standards and development
· Commitment and willingness to contribute to the wider life of the Institute
· Commitment to equal opportunities and diversity
· Ability to keep calm under pressure


	 

	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Other requirements
	· Excellent record of attendance and punctuality
· A commitment to and belief in the value of counselling and psychotherapy training and provision
· Should not have been found guilty of professional misconduct or be subject to financial misconduct or bankruptcy 
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