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	JOB DESCRIPTION

	SPECIFIC JOB TITLE
	Finance Controller

	GENERIC ROLE TITLE
	Operations Leader

	LEVEL/GRADE
	G

	JOB FAMILY
	Operational Support

	CONTRACT TYPE
	Permanent 

	HOURS
	Full-time (37 hours)

	REPORTS TO
	Finance Director

	DEPARTMENT
	Finance

	LOCATION
	Harpenden

	DATE 
	February 2026

	Overview of role/Job Purpose:

	Reporting to the Finance Director, the Finance Controller works closely with department heads and contributes to cross functional initiatives that enable effective financial management and organisational performance. This position supports senior leaders and managers across the organisation, ensuring business decisions are financially robust and that all financial processes adhere to best practice and relevant regulations.
This role leads the full spectrum of financial management, including the preparation of financial statements, monthly management accounts, annual reports and accounts, and all audit support activities. It oversees financial reporting, planning, budgeting and forecasting, ensuring timely statutory and regulatory returns, insightful management information for decision‑makers, strong financial control, and robust cashflow oversight. The position manages end‑to‑end financial operations—procure‑to‑pay, payroll, VAT, tax compliance, banking relationships, internal controls, and the ERP finance system—while driving continuous improvement and effective business partnering across the organisation. 
The role 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.

	Key Responsibilities:

	Financial Statements & Audit Support
· Prepare draft financial statements and supporting schedules for audit.
· Work collaboratively with the finance team to ensure the month-end timetable is accurate, reflects required tasks, accounts for staff absences, and aligns with monthly deadlines.
· Lead the preparation and submission of quarterly VAT returns, including supporting schedules and calculations. Ensure accuracy and compliance across all VAT-related processes.
· Oversee the timely and accurate processing of purchase invoices, payment requests, and expense claims. Approve supplier payment runs in accordance with internal controls.
· Ensure monthly bank reconciliations are completed and that intercompany accounts are reconciled as part of the month end close process.
· Lead the production of monthly management accounts for the institute and support the FD in preparing the annual organisational budget.

Financial Reporting, Planning & Analysis
· Production of annual report and accounts in accordance with applicable accounting standards
· Leadership of month end process and production and presentation of management accounts
· Regular financial reporting to the Executive Board 
· Ensure all finance related returns are completed and filed on a timely basis
· Ensure fit for purpose and insightful financial and management information is provided to stakeholders across RRES, enabling budget holders and managers to understand the financial position and make informed financial decisions.  
· Oversee the annual and multi-year planning and budgeting cycles, and ensure robust in-year financial forecasts
· Use financial information to give recommendations on key business decisions and provide both support and challenge on business cases, investment decisions and financial commitments
· Set reserves policy and maintain oversight of organisational reserves, advocating interventions where necessary
· Provision of ad-hoc financial analysis as required
Financial Operations, compliance and control
· Manage banking relationships
· Ensure good control and oversight of cash position and robust cashflow forecasting
· Ensure up to date policies and procedures are in place for all key financial processes
· Oversee transactional processes (procure to pay, receivables, expenses) and use KPIs to track and improve operational performance
· VAT and other tax expertise
· Responsibility for control environment - investigate and resolve control issues, and implement internal review/audit cycle of key processes
· Ensure adherence to all applicable regulations and guidelines
Leadership of Finance & Procurement
· Provide leadership to the whole Finance function including procurement.
· Develop staff and ensure appropriate capability in the team. 
· Champion diversity and inclusion across the team.
· Monitor and appraise performance using one-to-ones, team meetings and the probationary/PPDR review process and seek advice when dealing with employee difficulties
· Ensure team members are clear about changing work priorities, service expectations and department/institute objectives.
· Support the development of others by setting challenges and offering constructive feedback in a timely fashion. 
· Ensure that team is suitably trained and aware of VAT legislation to ensure the correct VAT treatment of both income and expenditure.
· Own budget for the Finance team and ensure efficient and effective delivery
· Responsibility for financial aspects of the ERP system (Unit 4) working with IT to ensure that the system meets needs of both Finance teams and end users.
· Identify and manage finance related risks
· Promote culture of continuous improvement and business partnering with science teams

External Stakeholder Engagement 
· Manage relationship with external VAT advisor.
· Manage relationship with Insurance providers and coordinate annual insurance arrangements
· Build and develop working relationship with audit team ensuring that the annual audit is well coordinated with minimal disruption to the finance team. 
· Manage relationships with institutes bankers ensuring that an excellent level of service is received.
· Ensure that the finance team pride themselves on providing an exceptional level of customer service to their internal and external customers.  

	PERSON SPECIFICATION AND SHORTLISTING CRITERIA*

	SPECIFIC JOB TITLE
	Finance Controller

	GENERIC ROLE TITLE
	Operations Leader

	LEVEL/GRADE
	G

	JOB FAMILY
	Operational Support

	CONTRACT TYPE
	Permanent

	HOURS
	Full-time (37 hours)

	REPORTS TO
	Finance Director

	EDUCATION/QUALIFICATIONS
	Essential
	Desirable
	How Tested?**

	1.
	Holder of CCAB recognised accountancy qualification, with significant post qualification experience operating at senior leadership level
	X
	
	AF 

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

	1.
	Extensive experience leading on the production of draft statutory accounts and internal management accounts. Deep experience & knowledge in financial accounting, reporting and control

	x
	
	A/IV

	2.
	Previous and effective line management experience including excellent interpersonal skills enabling team motivation and the ability to lead through change
 


	x
	
	A/IV

	3.
	Experience of working stakeholders at all levels and communicating financial information to non-financial stakeholders. 
	x
	
	A/IV

	4.
	Strong development orientation, willing to grow own skills & knowledge 
	x
	
	A/IV

	5.
	Strong day to day operational focus as well as ability to think strategically for long term success
	x
	
	A/IV

	6.
	Advanced knowledge of MS office, in particular advanced excel skills.
	x
	
	A/IV

	7.
	Models and promotes the organisational values 

	x
	
	A/IV

	COMPETENCIES
	How Tested?**

	· Strategic commercial thinking and implementation
· Innovation and problem solving
· Relating positively to others
· Teamwork and collaboration
· Leadership and management
· Developing self and others to deliver excellence
· Communicating and influencing
	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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