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	Job Title
	Assistant Accountant

	Department
	Finance

	Responsible To
	Finance Manager

	Responsible For
	N/A

	Grade
	Five

	Location
	Hybrid, UHI House, Inverness

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	· A degree in Accounting, Finance, Economics, or a related discipline or equivalent by virtue of experience.
	· Commitment to ongoing professional development and learning


	Experience
	· Experience working in a busy      finance environment.

· Exposure to both financial and management accounting.

· Experience preparing journals, reconciliations, and assisting with month-end and year-end processes.

· Ability to maintain and reconcile key general ledger accounts in line with month-end close deadlines.
· Experience using spreadsheets and finance systems to extract, analyse, and present financial data.
	· Experience of working within further or higher Education or similar
· Exposure to project accounting or grant-funded activities.

· Experience supporting budget holders or non-finance staff with financial queries.


	Knowledge & Skills
	· Strong understanding of double-entry bookkeeping and accounting principles.
· Proficient in Microsoft Excel (e.g. pivot tables, VLOOKUP, formulae).
· Familiarity with multi-user finance systems (e.g. Agresso, Oracle, SAP).

· Ability to analyse financial data and present findings clearly.
· Excellent attention to detail and accuracy.
· Strong organisational and time management skills
	· Knowledge of SORP and SFC/ OfS reporting requirements.

	Personal Qualities
	· Proactive and self-motivated with a commitment to continuous improvement.

· Able to work collaboratively across teams and departments.

· Professional and discreet in handling confidential information.

· Adaptable and resilient in a changing environment.
	

	Other Circumstances
	
	· Knowledge of, or interest in, Gaelic language and culture.
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