L&Q Group
	Role title
	Accountant (Property Maintenance)
	Date
	11/11/2013

	Reports to Title
	Finance Manager (Maintenance)
	Version
	1

	DBS Disclosure Required:
	Yes
	
	No
	✓
	Standard
	
	Enhanced
	
	Enhanced +
	

	Responsibility for End Results

	Purpose:

	To provide a comprehensive management accounting service across property repairs and maintenance service activity (including day to day, voids, planned, mechanical & electrical and health & safety), (“the activity”) within the L&Q Group.

	Key Responsibilities / Deliverables:

	Main Accountabilities:  List in order of priority, the major activities or functions necessary to achieve the job’s end results.  The percentage of time spent on each of these should add up to 100%. (Maximum 200 characters per accountability)
	Time

(%)

	1. Full responsibility for the planning and delivery of the activities’ month end process including production of monthly, quarterly and other ad hoc statutory and management reports and key indicators for the relevant areas, specific programmes and projects covering the activity.
	25

	2. To assist Heads of departments and other decision makers in making strategic decisions based on sound financial assessments using appropriate investment appraisal techniques, financial risk analysis and financial projections.
	15

	3. Provide regular forecast of the activity’s expected outturn for the year based on available evidence and assist budget holders in monitoring their budgets and delivering their operational targets.
	10

	4. Produce annual budgets for periodic reviews with Business Partners and budget holders of both income and expenditure budgets and capital expenditure budgets with due attention to maximisation of income, protection of capital investments, returns on investments and the delivery of efficiency and value for money targets.
	10

	5. Provide technical accounting expertise around the activities including expert knowledge of the applicable Financial Reporting Standards (FRS).
	10

	6. Maintain the chart of accounts in respect of responsible activity at all times ensuring regular update, consistency across all Group systems and in line with business rules and also maintain the necessary relevant records and systems including ensuring the integrity and accuracy of financial and accounting records on the accounting system.
	10

	7. Work collaboratively with finance colleagues, internal and external customers and budget holders across the Group and also other relevant stakeholders such as external auditors, consultants, valuation experts, and other professionals and suppliers including contributing to specialist projects.
	5

	8. Full responsibility over the annual production of income and expenditure and balance sheet notes with supporting schedules and interpretations and liaise with external auditors during interim and annual audit.
	5

	9. Performing monthly reconciliations of the activities’ underlying records and registers of assets to the general ledgers and assist in further developments of the Group financial information systems.
	5

	10. Ensure Health & Safety, regulatory & governance compliance for areas under the job holder’s control including completion of statutory returns to regulators.
	2.5

	11. Manage risks associated with areas under the jobholder’s control.
	2.5

	12. Deputise for the Finance Manager on all staff management and accounting issues. 
	

	Financial Responsibility: Enter below any typical operating budgets for which the role is accountable.

	£90m+ per annum

	People Responsibility: 
Indicate below the typical number of employees for which the role has supervisory / management responsibility.  If the number varies, indicate an average or a range. 

	
	Direct Reports
	Indirect Reports

	Total Employees
	-
	-


	Knowledge, Skills and Abilities


	Describe the knowledge, skills and abilities required for the job.  Include the need for any academic, vocational or professional qualifications. 

	1. Sector/specialist knowledge & experience: Practical knowledge / experience in Property Asset Management and project accounting preferred. Experience in finance essential, including, management reporting, business partnering and year end audit. Experience in a property business desirable.

	2. Leadership & management experience: Ability to lead, project manage and demonstrate the qualities of shared leadership and collaboration essential.

	3. Finance & commercial experience:  Excellent numerical and analytical skills with solid commercial acumen. 

	4. Communication & influencing skills: Must have strong communication skills for dealing with people at a senior level.

	5. Organisation & planning skills: Needs to be organised to plan/prioritise work against a published timetable.

	6. Academic & professional qualifications: CCAB Qualified Accountant

	7. IT knowledge & skills: IT literacy in MS Office is essential along with advanced knowledge of excel for reporting and monitoring. Proficient in recognised business intelligence software.

	8. Other: 


	L&Q Success Factors/Competencies 

	Define the specific behaviour that lead to achieving great performance in the organisation.

	1. Customer Focus - Commits to achieving the best possible outcome for internal and external customers after understanding their needs and expectations. Values the importance of providing high quality customer service in achieving organisational objectives.

	2. Drive for Results - Pursues work with energy and drive to achieve objectives even in the face of setbacks and problems. Effectively manages their workload, setting priorities and determining resource requirements to deliver work on time.

	3. Communicating and Influencing - Clearly conveys ideas and information effectively both verbally and in writing adapting their style and content to the situation and audience. Uses a variety of techniques to persuade and convince others to support an idea or agenda.

	4. Strategic Thinking - Identifies opportunities for advancing the organisation’s mission while maintaining an awareness of L&Q’s business areas. Demonstrates financial awareness and a concern for cost effectiveness. Is flexible in their approach and questions conventional approaches.

	5. Solution Focused - Makes well informed, effective and timely decisions considering the broader impact of these. Generates an array of ideas and solutions to overcome problems and difficulties.

	6. Collaboration - Builds and maintains effective working relationships with colleagues and stakeholders in order to achieve organisational objectives. Embraces diversity by recognising others skills and perspectives and celebrates individual and team successes.

	7. Knowledge Management - Displays ongoing commitment to their learning and keeps up to date with developments in their area of expertise. Modifies their behaviour based on experiences and constructive feedback from others.

	8. Managing People - Translates L&Q’s priorities into performance objectives setting clear standards against which performance is measured. Openly and directly discusses performance issues as they arise. Provides coaching and feedback to enhance performance and motivate others.


