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Finance & HR    
Assistant 
 
Thank you for considering an opportunity at Beds SU. 
Please read the information provided in this document 
carefully, as it will outline the description and person 
specification for this vacancy.  
 
Should you wish to apply, please complete an online 
application form before the closing date. Unfortunately, we 
are unable to accept CV’s. 
 
The closing date for application is 29/05/19. 
The online application form can be found at 
www.bedssu.co.uk/apply 
 
When completing an application, please use the details 
provided to identify how you would be perfect for this 
position. We are particularly keen to hear how your 
experience helps you to meet the criteria outlined in the 
‘Person Specification’. We have highlighted the areas that 
we are specifically looking to be identified in your 
application. 
 
We endeavour to respond to all applicants, however, if you 
have not heard from us within two weeks of the closing 
date, please assume that you have been unsuccessful on 
this occasion. 
 
Beds SU is committed to diversity and inclusion 
amongst its staff, reflecting the communities it serves. 
We are an equal opportunities employer and welcome 
applications from all suitably qualified persons 
regardless of their race, sex, disability, religion/belief, 
sexual orientation or age. 
 
 
 
 
 
 
 
 

Beds SU 
Campus Centre 

Park Square 
Luton  LU1 3JU 

 
Email: beds.su@beds.ac.uk 

 
Website: www.bedssu.co.uk 



 
 

 
 

 

JOB DESCRIPTION 
 
Finance & HR Assistant 
 
Salary: £25,264 - £27,344 (depending on experience) 
Location: Luton Campus  
Working Hours: 37 hours per week (28 days holiday including Bank Holidays, plus a 
minimum of an additional 10 concessionary days) 
Contract length: Full time, Permanent  
Department: Finance  
Reporting to: Head of Finance & Resources 
 
Overall Purpose 
 
This role offers an exciting opportunity for a self-motivated, organised person interested in 
working in a busy and varied environment. Beds SU is an independent charity and 
company limited by guarantee and so operates under Company Law and Charity 
Commission legislation. Beds SU receives grant funding but also runs a commercial 
operation managing student venues and social activities.  
 
Based within the Finance team, this person will play a crucial role in handling the day to 
day activities of the Finance department and supporting the financial stability of Beds SU. 
They will support The Head of Finance to implement and maintain robust financial systems 
and management information. The post holder will support effective financial management 
across Beds SU and help to ensure compliance with all relevant legal, regulatory and 
procedural requirements. They will also assist the Head of Finance in HR matters and 
recruitment.  
 
Although experience of working in a Financial environmental is essential, full training will 
be given to the right candidate to bring their knowledge to the level required. 
 
Duties and Responsibilities 
 
Finance 
 
We are looking for someone to:  
 

1. Manage cash handling at Beds SU. Be responsible for reconciling the takings from 
our commercial activities; banking the cash; ensure till and safe floats are correct; 
investigating discrepancies; training student staff in cash handling. 

2. To reconcile and ensure that receipts on our digital platform are correctly recorded.  
3. Control the purchase ledger ensuring supplier accounts and staff expenses have 

been correctly authorised for payment in line with Beds SU financial procedures and 
paid within agreed times. Ensuring that the invoices are correctly processed on 
SAGE with the correct VAT treatment. 

4. Raising Sales Ledger invoices and liaising with other departments to ensure that 
they are paid. 



 
 

 
 

5. Reconcile Petty Cash floats and ensure that Petty Cash transactions are correctly 
recorded on to SAGE. 

6. Reconcile Beds SU credit card accounts and ensure that the transactions are 
correctly recorded on to SAGE. 

7. Mange the student staff and International student’s payroll. Preparing the payroll 
from data from our digital workforce management system and processing on SAGE 
payroll. 

8. Ensuring compliance and adherence with financial procedures and standards 
across the organisation. 

9. Assist in the smooth and efficient management of the annual external audit process. 

 
 
HR  
We are looking for someone to: 
 

1. Manage Beds SU digital HR Records.  
2. Ensure that annul leave entitlements, Sickness records, and equal opportunities 

monitoring are correctly recorded. 
3. Support Beds SU recruitment processes. 
4. Assist The Head of Finance in managing HR issues. 

 
 
Other 
 
We are looking for someone to: 
 

1. Actively comply with Beds SU Health & Safety practices. 
2. Work closely with the Commercial team, helping out when required, e.g. Freshers’ 

Week. 
3. Participate in Beds SU Membership events if required. 
4. Support the Front of House staff when required.   

 
 
Personal Development  
As an organisation, we are keen to ensure the continuing development of our staff. This 
position will provide ongoing training to ensure skills remain up to date as well as 
opportunities to seek further relevant qualifications. Development needs and aspirations will 
be discussed on a case by case basis.  
 
  



 
 

 
 

PERSON SPECIFICATION 
 
Finance & HR Assistant 
 
 
Attributes Requirements: Evidence 

/Identified: 
Knowledge & 
Experience  

Experience of working in a Financial environment. 
 
In depth knowledge of bookkeeping and accounting procedures 
 
Experience of working with SAGE or other Financial software 
packages.  
   
Knowledge of managing a payroll. 
 
Experience of administrative duties. 
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Skills  
Excellent organisational skills, ability to self-manage both regular 
and ad-hoc tasks. 
 
Good skills in Microsoft word, excel and outlook. 
 
 
High degree of attention to detail. 
 
 
Ability to work effectively to deadline driven situations 
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Personal 
Qualities 

A proactive and can do approach to the working environment  
 
A mature and confidential outlook. 
 
Strong analytical skills  
 
Ability to communicate effectively with a diverse range of 
stakeholders. 
 
Flexible and good team player 
 
Commitment to the organisation’s strategic direction 
 
Committed to confidentiality and careful with sensitive information 
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