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Notes for Applicants 
 

Section One – Governance 
 
We hope that by reading this information it will tell you a bit more about how the Students’ Union works and 
how the current governance and Resources are managed. 
 
1.1 The Students’ Union 
 
The University of Salford Students’ Union is the independent representative body of students at the 
University. The Students’ Union is a registered charity. 
 
Our Mission (why do we exist): 
 
We exist to serve students and inspire them to lead their development 
 
Our Vision (what we want to be): to be……. 
 
“the outstanding organisation in the UK for delivering a positive student experience.” 
 
Our Values: 
 
The best thing about the University of Salford Students’ Union (USSU) is our culture. As we grow, we want to 
have a culture that we are proud to share with anyone who comes into contact with the Students’ Union. 
We have six core values to define what exactly the USSU culture is. They are reflected in everything we do 
and every interaction we have. Our core values are always the framework from which we make all of our 
decisions. 
 
We are………. 

 
Passionate: being enthusiastic and believing in students  
Devoted to Integrity: owning our behaviour and practicing what we preach  
Dedicated: having an in-depth understanding of all our students and their needs 
Ambitious: using innovative thinking to be the best 
Open: being transparent, accountable, sharing ideas and information 
Enthusiastic about Equality: bringing fairness and equality of opportunity into everything we do 

 

The Union’s new Strategic Plan for 2015 - 2018 states that the Union will achieve its mission by pursuing four 
themes: 

 Support students to build authentic communities  

 Provide opportunities for all students to create life changing experiences for themselves and others 

 Provide a strong, democratic voice for students at local and national level 

 Encourage students to take care of their wellbeing 
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1.2 Governance 
 
The Union is democratically controlled by its members through the annual election of a team of student 
representatives who form the Union’s Trustee Board. The membership of the Trustee Board is as follows: 

 Five Sabbatical Trustees (1 x President, 4 x Students’ Union  Officers each of whom is responsible for 
one of the University’s 4 academic Schools) 

 Four Student Trustees (appointed by the sabbatical officers and external trustees) 

 Four Non Student Trustees (appointed by the sabbatical and student trustees) 
 
The Trustees determine policy for all areas of Union activity. The Sabbatical Trustees are full time officers of 
the organisation and work for the Union for a year either during or at the end of their degree course in order 
to represent students on a full time basis 
 
The Sabbatical Trustees work alongside the permanent Union staff to implement and carry out the strategy 
and policies set by the Trustee Board. The permanent staff team is managed by the Chief Executive, who is 
directly accountable to the Trustee Board for the Union’s performance. 
 
1.3 Finance & resources 
 
The Union receives an annual grant from the University to fund its activities, and has an annual turnover from 
its commercial operations in excess of £2m. The grant and the surpluses generated from the commercial 
operations enables the Union to spend over £900,000 on the direct provision of student representation, 
recreation and development activities. 35 people make up the permanent staff team and approximately 50 
student casual staff members are employed on a seasonal basis. The Union has approximately 18,500 student 
members and provides services to a further 2,500 people who work in the University.  
 
The Union’s offices are located on the main University campus, with some of its commercial services located 
elsewhere around the University. Staff may be required to work at any of these locations either temporarily 
or permanently, however, the Union does take personal circumstances into account as far as possible when 
deciding who works where.  
 
1.4 Student services 
 
The Union is involved in a very wide range of activities. Its core purpose is to represent students and provide 
activities for them to enhance the student experience. The Union organises campaigns on issues of concern to 
the generality of students, administers the work of over 110 different student sport/activity groups, trains 
and develops over 500 student representatives and operates a Student Advice Centre. 
 
The Union’s commercial activities and interests include a food led licensed venue and events throughout the 
year. The Union also has a partnership approach to delivering a retail offer on campus. 
 
1.5 Commercial Services  
The Students’ Union has Atmosphere Kitchen and Bar; a commercial outlet designed to offer a social hub and 
recreational experience. It provides a range of food and drinks offers for students. We deliver a range of 
events both internally and through out the campus for students to take part in as well as to lead on. The work 
is delivered by a team of permanent and student staff. The income generated is re-invested into the Students’ 
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Union to ensure that we offer the best range of services and provision to students e.g. the Advice Centre, 
Representation and Student Activities. 
 
1.6 Our Strategic Plan 
 
The themes and goals within the strategic plan 2015-2018 are: 
 
Supporting students to build authentic communities 
 
Goal One: Develop a vibrant USSU, providing excellent accessible facilities, activities and services that are 
friendly and meet the aspirations of all our students. 
 
Goal Two:  Create extensive opportunities for students to engage with USSU, and build communities 
anywhere, 24 hours a day, 7 days a week.   
 
 
Opportunities to create life changing experiences  
 
Goal Three: Develop a vibrant student community by providing sport, activities, volunteering and 
employment opportunities  
Goal Four:  Build a culture that encourages new ideas and captures the energy of our students and staff to 
create an innovative and responsive Students’ Union.   
 
A strong, democratic voice for students at local and national level 
 
Goal Five: Champion student interests, providing all students with a strong effective voice by supporting and 
empowering them, collectively and individually. 
Goal Six:  Embed democracy at the heart of USSU; valued by all our students and staff.   
 
Encourage and enable students to take care of their wellbeing 
 
Goal Seven: To engage students in considering their wellbeing as a way of helping to reach their full potential. 
 
Goal Eight: To ensure all students have access to the right advice, services and activities to support their 
wellbeing. 
The new staffing structure is shown on the next page. 

 

Staffing Structure 

The organisation is currently undergoing staffing re-structure to support the delivery of the strategic plan. 
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Section Two – Role Description 
 
THE POST: Head of Finance   
 

Post title:  Head of Finance 

Salary:  Circa £35,000 

Full/Part Time:  Full time 

Contract term:  Permanent 

Date of Writing:  12 January 2017 

Direct Reports To:  CEO 

Accountable for:  3 Finance Assistants 

Location:  Salford University Students’ Union, University House, The Crescent 

Eligibility:  Eligible to work in the UK 

 

Typical working day 

This role will include a mix of desk based duties and meetings with Union and University staff.  The desk based 

duties will include working with computers, the accounting package is Sage 50 with much of the accounts 

analysis work being done in excel.  There is also a requirement to produce written reports in word.  The 

meetings will be largely with Union staff in the Union building and will involve dealing with non-finance 

people extensively.  You will be expected to engage with staff at all levels of the organisation; from student 

staff (to ensure they are complying with financial procedures) to the trustees (ensuring they have a clear 

picture of the finances of the Union).  You will also be expected to attend meetings at the various University 

buildings on campus.  From time to time you may also be expected to travel to other locations, such as 

visiting other Unions.  Normal working hours are between 9am and 5pm however there may be times, such as 

Welcome Week etc, where you work outside of these hours 

The financial framework 

The Union is a registered charity and is funded in part from a block grant received from the University and 

partly from commercial revenues generated from the Bar and Café.  There is currently a finance team of three 

finance assistants who manage the transactional activity of the Union.  This includes purchase ledger, sales 

ledger, cash management, payroll calculation and processing. Management accounting has been outsourced 

for the last few years. 

Purpose of the role 
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This is a newly established role with the remit of re-establishing an in house financial management function.  

This will include setting up and managing procedures for reporting and budget setting.  There is an 

expectation that there will be a full review of all financial controls and procedures including those relating the 

Union procurement practices. 

This is alongside delivery of the key priorities below 

 Ensure that the assets of the Union are utilised effectively, that there is a robust framework of 

internal controls to ensure this and that compliance with this framework is routinely monitored 

 To ensure that a comprehensive financial reporting framework is delivered; engaging budget holders 

and keeping the CEO and trustees up to date on the financial position of the Union 

 To lead the finance team, setting goals and objectives and ensuring a user focused service is delivered 

to the Union. 

Principle duties 

Management accounts 

 Preparation of monthly accounts including reviewing and posting of prepayment and accrual journals 

 Production of monthly management accounts, variance analysis and commentaries 

 Implementation and management of the forecasting and budgeting procedures engaging budget 

holders in the process 

 Acting as a business partner to budget holders 

 Ensure balance sheet accounts are reconciled on a regular basis; setting and adhering to KPI’s for 

clearing unreconciled and old items 

 Provide financial data and analysis to support the Union decision making processes 

 Attending the Union finance committee meetings and meeting with the University as required 

Finance team management 

 Setting goals and targets for the team aligned to the overall strategic plan of the union 

 Line management of finance staff ensuring regular catch ups and one to ones are held 

 

 

Financial accounting 

 Production of VAT returns 



8 

 

 Preparation of statutory accounts and support reconciliations 

 Management of the year-end audit process 

 Sign off on key financial processes for example, payment runs, payroll and expenses 

Risk & Compliance 

 Engaging with other managers to set up the Union risk register and ensure that there is organisational 

oversight of the risk position 

 Managing the Union insurance arrangements 

 Managing the Union contract arrangements with all Suppliers 

Other duties as required by your line manager 

General duties of all staff 

 To contribute to the delivery of the teams objectives as determined in the operating plans 

 To provide support and assistance to the elected officers as required 

 To undertake all administrative aspects associated with individual role 

 To assist in key Students’ Union events throughout the year including Welcome Week & Elections 

 To adhere to all Students’ Union policies & procedures 

 To contribute to Union projects and participate in working groups 

 

Signed 

Date 

Manager 

Date  
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Section Three– Person Specification 
Assessed via  Application form (AF) 
   Assessment centre (AS) 
   Interview (I) 

 
Criteria Essential 

or 
desirable 

Assessed via 

Qualifications    

Member of a recognised accounting body, preferably CIMA Essential AF 

Experience    

Significant post qualification experience in a management accounts role 
including the duties outlined in the job description  

Essential AF 

Experience of process development and improvement Essential AF 

Experience of line managing staff Essential AF 

Experience of VAT in the charitable sector Desirable AF 

Experience of year-end audit and liaising with auditors  Essential AF 

Knowledge & Skills    

Knowledge of principles of VAT, in particular partial exemption Essential AF 

Strong IT skills in particular an above average user of excel with the ability 
to use functions such as look ups and pivot tables 

Essential AF 

Strong analytical skills with the ability to translate the implications of 
financial data into non-financial terms 

Essential  I/AC 

Understanding of the principles of effective risk management Essential I 

Knowledge of principles of effective procurement practices Essential AF 

Understanding of charities SORP Desirable AF 

Personal Attributes    

Demonstrate a track record of using initiative to effectively manage 
workload identifying tasks and prioritising activity to ensure the individual 
and team goals are met 

Essential I/AC 

An ability to engage individuals at all levels of the organisation in finance 
creating both ownership and understanding of organisational finance. 

Essential I 

Values & Ethics    

Understanding of and commitment to the principles of equality & diversity    

Ensure a sustainable approach is taken to all working practices    

Puts students at the heart of all they do    

Embodies the Students’ Union Behaviours    

 



 

 

 

 

 


