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BPP Job Description


Job Title		Accounting Manager

Department		Actuarial

Location		Abingdon

Contract type		Part time and permanent	

Hours of work		20 – 22.5 hours per week

Reporting lines	Reports to: Managing Director, BPP Actuarial Education
Direct reports: Accounts team members
Job Purpose
The Accounting Manager is responsible for the day-to-day management of the finance function for BPP Actuarial Education. The role ensures accurate financial reporting, effective financial controls, regulatory compliance and high-quality support to internal and external stakeholders.
The post holder will lead and develop a small accounts team, oversee operational accounting activities and provide financial insight to support decision-making across the business.

Key Responsibilities 

Financial Management & Reporting
· Prepare monthly management accounts and financial reports
· Support budgeting, forecasting and financial planning activities
· Oversee month-end and year-end close processes
· Ensure balance sheet reconciliations and key financial controls are completed accurately and on time
· Monitor financial performance and investigate significant variances
Financial Operations
· Oversee sales ledger, purchase ledger, credit control and banking activities
· Support the accounts team during peak periods and provide cover where required
· Manage customer and supplier finance queries, including credit arrangements and invoicing matters
· Oversee apprenticeship and other specialist invoicing processes
· Maintain appropriate accounting records and financial documentation
Compliance & Statutory Responsibilities
· Ensure compliance with VAT and other relevant tax reporting requirements
· Coordinate the preparation of statutory accounts and support external audits
· Maintain effective financial controls and support compliance activities, including supplier due diligence
· Ensure financial processes comply with BPP policies and regulatory requirements
Team Leadership
· Manage, coach and develop members of the accounts team
· Conduct performance reviews and support development planning
· Provide guidance on priorities, workload management and process improvements
· Support apprenticeship development within the team where applicable
Stakeholder Management
· Build effective relationships with colleagues across BPP Actuarial Education and the wider BPP Group
· Liaise with external stakeholders including auditors, suppliers and customers
· Provide financial advice and support to business leaders and project teams
· Respond to ad-hoc financial information requests and support business initiatives
Continuous Improvement
· Identify opportunities to improve financial processes, controls and reporting
· Support finance-related projects and business change initiatives
· Contribute to the ongoing development of systems, procedures and best practice

Skills, experience & qualifications required - Essential

· Qualified accountant (ACA, ACCA, CIMA or equivalent) or qualified by significant relevant experience
· Previous experience managing accounting or finance operations
· Experience preparing management accounts and supporting budgeting and forecasting processes
· Strong understanding of financial controls, accounting principles and compliance requirements
· Experience leading, developing and supporting team members
· Excellent numerical, analytical and problem-solving skills
· Strong attention to detail and ability to work accurately under pressure
· Good organisational and prioritisation skills, with the ability to manage multiple deadlines
· Strong interpersonal and communication skills
· Proficiency in accounting systems (ideally Sage) and Microsoft Excel
· Ability to build effective relationships with a range of stakeholders

BPP actively promotes equality of opportunity for all with the right mix of talent, skills and potential, and welcomes applications from a wide range of candidates.  BPP will select candidates for interview based on their skills, qualifications and experience. Please note that for those posts that are exempt from the Rehabilitation of Offenders Act 1974, the successful candidate will be required to undertake a DBS check in addition to BPP undertaking any necessary online searches. This is deemed appropriate and necessary from a safeguarding perspective, and in line with BPP’s safer recruitment practices.
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