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	JOB DESCRIPTION

	SPECIFIC JOB TITLE
	MANAGEMENT ACCOUNTANT - GRANTS

	GENERIC ROLE TITLE
	BUSINESS SPECIALIST/ADVISOR

	LEVEL/GRADE
	D

	JOB FAMILY
	BUSINESS SUPPORT

	CONTRACT TYPE
	PERM

	HOURS
	FULL TIME (37 HRS A WEEK)

	REPORTS TO
	SENIOR MANAGEMENT ACCOUNTANT - GRANTS

	DEPARTMENT
	FINANCE

	LOCATION
	HYBRID - HARPENDEN, HERTFORDSHIRE (3 DAYS IN OFFICE)

	DATE 
	JANUARY 2026

	OVERVIEW OF ROLE/JOB PURPOSE

	
The Management Accountant plays a crucial role in the success of the Institute and responsibilities include monthly management accounts, annual budgeting and financial planning and forecasting.  You will work closely with other finance colleagues to provide a comprehensive level of support. You will develop and continuously improve management information to assist budget holders.

This role is responsible for supporting project leaders (PI’s) and department heads in the financial management of their individual projects and overall departments. The role provides a key interface with research and support departments, assisting them through the research grant journey (from the award of funding to post award reporting), together with managing their departmental budgets. The post holder should have a commitment to providing exceptional customer support and be able to proactively identify, and suggest solutions for, problems. 

The role will report to the Senior Management Accountant and will be part of a smaller team dedicated to supporting research. The post holder is expected to carry out the duties listed below, and any other duties reasonably required by the line manager or Institute, commensurate with the grade and level of responsibility for this post.


	MAIN DUTIES OF ROLE

	Generic Outputs
	Weighting
	Description of Outputs 
	Description of Job Specific Duties

	BUSINESS SERVICE DELIVERY







	20%
	Support Science Team Leaders in the financial management of research projects
	· Prepare management accounts, and analyse financial performance to provide insights and recommendations, in line with the overall month end timetable.
· Advise the teams in maintaining, updating and reporting on the research income pipeline.
· Advise on the maintenance of the staff allocation spreadsheet (with an individual focus on research).
· Collaborate with Team Leaders to develop annual budgets, operating plans, and performance targets, ensuring alignment with strategic objectives.
· Actively work with Team Leaders to develop their financial awareness and understanding of their area in the context of the Institute and help them drive appropriate actions.
· Support in building or improving financial infrastructure or efficiency via systems skills – excel or ERP reporting.


	
	25%
	Support project leaders (PI’s) in the financial management of research projects
	· At post award stages ensure that the institute is complying with sponsor rules for each specific type of funding. 
· Ensure that once a grant is awarded the financial set up of new projects is initiated including mapping of the costing to RRES’s chart of accounts and overall budget and the setting up of a file. 
· Ensure the provision of individual financial statements to PI’s to allow them to manage their budgets over the financial year/life of project. 
· Ensure the timely and accurate completion of funder financial returns such as expenditure statements for research projects. 
· Monitor the billing process for all sponsors against agreed schedules to ensure that all billing is made on a timely basis.


	FINANCE AND RESOURCE MANAGEMENT
	20%
	Managing budgets and monitoring accounts
	· Prepare annual budgets and periodic forecasting, monitoring financial targets and budgets.
· Assist budget holders and principal investigators (PI’s) in managing their departmental and project budgets 
· Highlight and manage risk appropriately. 


	WORKING WITH OTHERS
	20%
	Provision of specialist advice or administrative assistance to employees and key stakeholders
	· Meet with individual budget holders on at least a quarterly basis to allow for quarterly forecasting and follow up action points from meetings as required. 
· Identify additional resources or shortfalls and be innovative in maximising funding recovery, providing recommendations for cost reduction.
· Ensure that all funder and internal requests are met in a timely and accurate manner.
· Participate in project and or working groups as requested.
· Translate complex financial information into practical, accessible insight for non-finance colleagues.


	LEADERSHIP AND MANAGEMENT
	10%
	Delivery of well- defined business support service and organisation of workload to ensure that all duties are performed to specified standards
	· Monitor and review quality of service and customer satisfaction within work unit and take action to maximise service quality.
· Participate in determining and agreeing operational standards to deliver defined services.
· Provide training and advice to employees on all aspects of the Institutes financial procedures.

	CONTINUING PROFESSIONAL DEVELOPMENT
	5%
	Expand knowledge and skill set via planned and ad hoc learning opportunities
	· Regularly undertake appropriate development activities to maintain and/or acquire new skills




	

	

	PERSON SPECIFICATION

	SPECIFIC JOB TITLE
	MANAGEMENT ACCOUNTANT - GRANTS

	GENERIC ROLE TITLE
	BUSINESS SPECIALIST/ADVISOR

	LEVEL/GRADE
	D

	JOB FAMILY
	BUSINESS SUPPORT

	CONTRACT TYPE
	PERM

	HOURS
	FULL TIME

	REPORTS TO
	SENIOR MANAGEMENT ACCOUNTANT - GRANTS

	DEPARTMENT
	FINANCE

	LOCATION
	HYBRID - HARPENDEN, HERTFORDSHIRE (3 DAYS IN OFFICE)

	EDUCATION/QUALIFICATIONS
	Essential
	Desirable
	How Tested? **

	1.
	‘A’ levels or equivalent (including GCSE’s in English and Maths)
	
	
	A/Cert

	2.
	University Degree Educated
	
	
	A/Cert

	3.
	Full or part qualified accountant (ACA, ACCA, CIMA) or qualified by experience


	
	
	A/Cert

	
	
	
	
	

	EXPERIENCE/KNOWLEDGE/SKILLS
	Essential
	Desirable
	How Tested?**

	1.
	Experience of producing management accounts.
	
	
	A/IV

	2.
	Experience of working with senior management and communicating financial information to non-financial stakeholders.
	
	
	A/IV

	3.
	Experience working in research, education, public sector or grant funded environments.
	
	
	A/IV

	4.
	Knowledge of research funding costing and post award finance management
	
	
	A/IV

	5.
	Experience of providing a business support service and helping others with financial management.
	
	
	A/IV

	6.
	Proven communication, presentation and interpersonal skills.
	
	
	A/IV

	7.
	Advanced knowledge of MS office, in particular advanced excel skills.
	
	
	A/IV

	8.
	Ability to anticipate issues, and work flexibly and proactively to deadlines.
	
	
	A/IV

	
	
	
	
	

	BEHAVIOURS/COMPETENCIES
	How Tested? **

	1.
	Drive for Quality:  Works to and sets stretching goals. Goes the extra mile. 
	IV

	2.
	Strategic Thinking: Anticipates emerging organisational needs and manages current situations accordingly
	IV

	3.
	Creativity and Innovation: Seeks to generate a range of innovative ideas when addressing problems or new issues
	IV

	4.
	Developing Self and Others: Promotes sharing of knowledge and expertise among others
	IV

	5.
	Professional Conduct: Adopts a transparent and open approach
	IV

	6.
	Productive Relationships: Solicits input from others when tackling problems or generating new ideas. Strong customer service ethos. 





	IV

	7.
	Effective Communication: Communicates in an engaging and proactive manner
	IV



            *     Minimum requirements of the post and how they will be assessed            
           **    Evidence of criteria will be established from: A (application), IV (interview),Test    
                   (skills test/prepared question/presentation), Cert (certificated checked by interview  
                   panel)
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