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NOTES

· Forms must be downloaded from the UCT website: http://www.uct.ac.za/depts/sapweb/forms/forms.htm 
· This form serves as a template for the writing of job descriptions.
· A copy of this form should be kept on file in your office.
· For re-evaluations, this form must be sent to your relevant HR Advisor/Officer
POSITION DETAILS

	Position Title (current title)
	Assistant Management Accountant

	Status of Post (tick)
	New Post
	
	Re-evaluation
	

	Job Grade (current grade)
	10

	Faculty (if applicable)
	

	Department
	Central Finance

	Section (if applicable)
	Management Accounting and User Support

	Date of Compilation 
	10 January 2012

	FOR OFFICE USE

	Job Title
	

	Date of Grading 
	

	Grading Result 
	


ORGANOGRAM
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PURPOSE

	The main purpose of the job is to assist the Finance Manager: Central Support Departments with all the typical management accounting functions (planning, budgeting, controlling and monitoring) related to specific departments which are supported from the Management Accounting and User Support (MAUS) section in Central Finance, and to provide an administrative support service to the university community in relation to specific financial processes and practices coordinated centrally from the MAUS section. 

Responsible for servicing the following departments: Registrar’ Office, Office of the Vice Chancellor, Institutional Planning Department and Human Resources Department and HR Uniwide Activities

Additional Reporting Roles: VC's Strategic Budget and Shawco ManAcc Monthly Reports, Invoicing  & Reconciliation


JOB CONTENT

	Key Performance Areas (4 – 6)
	% of time spent
	Activities / Objectives / Tasks
	Results / Outcomes
	Competencies

	1) Planning & Budgeting
	
	· Co-ordinate the preparation, submission and revision of the annual budgets for the applicable support departments.(see above)

· Assist budget holders with the preparation of budgets and, where necessary, provide training and/or assistance to other faculty staff during this process.

· Assist in the co-ordination of the planning and budgeting process, ensuring deadlines set by UFC are met.

· Review completed budgets, checking that figures are realistic and conform to policy where applicable and advise accordingly.
	· Provide guidance and assistance to managers with the development of business plans and costing of proposals and giving advice on outcomes where necessary.

· Co-ordinate and participate in the preparation of departmental strategic plan and/or three year rolling plans where relevant.

· Co-ordinate, compile and consolidate submissions/inputs related to the department’s annual budget.
	· administrative skills

· communication and presentation skills

· budgeting skills

· technological agility

· planning and organising skills

· information and knowledge management skills

· flexibility

· stress management

· personal accountability and commitment
· people skills

	2) Financial Analysis & Reporting
	
	· Design and prepare monthly, quarterly and annual management reports to be submitted to Line Manager for the Executive Director, Directors, Managers and Central Finance.

· Ensure the integrity and accuracy of data.

· Ascertain financial performance of the department.

· Provide credible forecasting for the department.

· Preparation of ad hoc financial statements/reports and perform ad hoc investigations as required by the client.


	· Provide accurate, timely, quality and informative reports.

· Analyse and interpret financial and operating results.

· Comment on variances and make recommendations to the Executive Director and Managers.

· Ensure funds and cost centres are set up and maintained to support the department’s operations and specific reports

· Apply appropriate measures to ensure early warning signals are detected in time.

· Analyse and interpret financial and operational results

· Identify spending trends and patterns within the data

· Producing reliable & accurate reports
	· information and knowledge management skills

· flexibility

· planning and organising skills

· personal accountability and commitment
· people skills


	3) Risk management
	
	· Ensure that the department complies with all financial policies and procedures and the system of internal control is applied

· Ensure integrity and accuracy of financial systems and processes
	· Checking  for any irregularities in  financial or purchasing  processes  in financial systems 
· Safeguarding of assets through performing ad hoc verification checks against university asset register and keeping an internal (dept) asset register in place and doing regular reconciliations. 
· Exercise and ensure appropriate control mechanisms in particular cash management
	· information and knowledge management skills

· technological agility

· risk management

	4) Controlling and monitoring of budget 
	
	· Control and monitor the use of departmental budget 

· Maintain records of expenditure approved 

· Analyse and redesign existing fund and cost centres hierarchy in order to optimally align to operations of the newly restructured department.

· Advise appropriately on funds deficit
	· Checking the validity and appropriateness of the expenditure

· Ensure that funds are reviewed on regular basis, eliminating those not in use and proposing name changes in some,  to avoid confusion

· Clear/Manage funds in deficit and facilitate the elimination of such deficits.
· Ensure that the department complies with financial policies and procedures
	· information and knowledge management skills

· budgeting skills

· People skills

· Audit skills

· risk management skills

	5) Advisory Services
	
	· Provide appropriate financial management and support services to Executive Director and the department heads.
	· Provide guidance and assistance with the operations of the department. 

· Maximising funds available for strategic priorities and identify opportunities for improvement.
	· information and knowledge management skills

· communication and presentation skills

· People skills

	6) Development Plan
	
	· Timeous submission of reports within set deadlines.

· Regular update of request by service departments to Line Manager.

· Regular update of feedback from service departments.

· Regular update of developments.

· Setting up of monthly meetings with HOD’s, ED’s, etc.
	· Provide accurate, timely, quality and informative reports.

· Producing reliable & accurate reports

· Apply appropriate measures to ensure early warning signals are detected in time.
	· Communication

· Knowledge sharing

· Interpersonal skills


MINIMUM REQUIREMENTS

	Minimum Qualifications
	A general 3 year accounting or management accounting / costing qualification is highly desirable.

	
	B.Com or National Diploma

	Minimum Experience
	A minimum of 3 years accounting experience in a large to medium size organizational environment.

	
	UCT experience will be an added benefit.

	Other 
	Computer literacy in MS Office suite and e-mail.

	
	High level of proficiency in MS Excel is essential.

	
	Working knowledge of SAP is highly preferable.

	
	Experience of and ability to work on large information (accounting) systems.

	
	Ability to communicate with internal (UCT) and external clients at all levels re financial matters is essential.
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	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE
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	Reviewed by
	
	
	
	____/01/2012
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