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Job Description
Project Accountant
Post:


Project Accountant
Grade:


PO3
Section:

Finance

Hours:


36 hours per week, 52 weeks per year
Reporting to:

Finance Director
Base:


Uxbridge (occasional travel to other campuses may be required) 

MAIN SCOPE OF POST:

The Project Accountant will be responsible for the accounting and financial control over capital and other grant-funded projects, and other ad hoc projects.   The role includes supporting capital submissions and applications for grant funding, managing the procurement process in accordance with HRUC policies and procedures, monitoring project spend against budget and reviewing variances, and ensuring that all relevant returns are filed within deadlines, external audits are completed when required, and all other project reporting requirements are met.
Project Management and Accounting

To ensure accurate accounting for all projects, including establishment of required project and/or account codes in HRUC’s finance system to record receipt of income and/or grant funding and budgeted spend. 

Notify stakeholders of receipt of funds and follow up status of project spend and completion.  
Review actual expenditure against budget on a regular basis and review and discuss variances with budget holders.  Prepare draft funding claims and/or expenditure returns for submission to relevant authorities. 
Monitor and identify new opportunities for grant or other funding, provide assistance to relevant departments with preparing and submitting bids for funding. 
Capital Expenditure 

To receive and log capital expenditure requests as part of the budget setting process, liaise with stakeholders to ensure all relevant information is received, advise on the status of requests, establish project codes if required and monitor spend against budget.  
Ensure procurement policies and processes are adhered to, including receipt of three quotes or formal tender process depending on the estimated value of the spend.  
Ensure actual capital expenditure is within approved budget, identify potential or actual cost overruns for review and consideration. 

Ensure all capital expenditure is recorded in the fixed asset register and depreciated in accordance with the rates set out in the Financial Regulations.  
Cashflow Management

Develop and maintain a rolling cashflow forecast to record expected receipt of funds and payment of capital and other project expenditure.
Identify minimum and maximum cash requirements and assist in developing effective cash management strategy.
DUTIES 
1. Assisting with grant and other funding applications

2. Looking after and maintaining the project reports

3. Maintaining all relevant income and expenditure for each project

4. Analysing all project income and expenses and providing commentary

5. Looking after project records and contracts to ensure terms are adhered to
6. Preparing project returns and relevant reporting requirements
7. Liaising with internal and external auditors

8. Business Partnering with non-finance managers in order to develop processes and the understanding of financial requirements

9. Creating bespoke financial reports
10. At all times ensure compliance with the College’s financial regulations.
11. Any other duties as may be reasonably required.

GENERAL
1. To participate in relevant training and staff development opportunities where appropriate.

2. To take an active part in the Appraisal and Mentoring processes.

3. To comply with all relevant Health and Safety regulations and assist the college in the implementation of its own Health and Safety Policy.

4. To comply with and actively promote within their section the College’s Equal Opportunities Policy.

5. To participate in enrolment and exam related duties if required.

6. To carry out all other duties as may be reasonably required.

Safeguarding Children and Vulnerable adults
· Understand and comply with Safeguarding legislation and ensure that best practice is 
embedded in all working practices as required.

· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.

Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. This 

job description will be reviewed annually during the appraisal process and will be varied in light of the business needs of the College.

Project Accountant
Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· Good standard of general education (GCSE at Grade C or equivalent including Maths and English)
	(
	
	AF/Cert

	· Studying for Accounting Qualification
	
	(
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Experience in Project Accounting role
	(
	
	AF/IV

	· Experience in grant funding
	
	(
	AF/IV

	· Experience of computerised accounting systems 
	
	(
	AF/IV

	· Good working knowledge of Microsoft Office software including ability to use Excel to an Intermediate level
	(
	
	AF/IV

	· Knowledge and experience of using a system/database
	(
	
	AF/IV

	· Good communication skills including the ability to build strong working relationships with senior stakeholders
	(
	
	AF/IV

	· Excellent communication and interpersonal skills, with the ability to engage and influence stakeholders at all levels
	(
	
	AF/IV

	· Experience of working on own initiative
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Excellent organisational and time management skills, with the ability to prioritise and adapt to changing circumstances
	(
	
	AF/IV

	· Ability to work under pressure and to tight deadlines
	(
	
	AF/IV

	· Excellent attention to detail
	(
	
	AF/IV

	· Analytical and problem solving skills
	(
	
	AF/IV

	· Effective verbal and listening communication skills
	(
	
	AF/IV

	Competencies
Support staff should be able to demonstrate competency in all of the following areas:

Communication

Planning and Organising

Working Together 

Customer Services

Adaptability/Flexibility
	
	
	AF/IV


*Evidence of criteria will be established from:

AF    = Application Form

Test = Verbal and Numerical Reasoning test 

Cert = Certificates (Checked on induction)

IV     = Interview

Oct 2025

