Finance department service level statement

The Finance Department provides a range of financial accounting and management accounting services to the University.  It is structured into 4 main sections:-

· Financial Accounting

· Management Accounting

· Purchasing

· Agresso Systems 

The main services for each section are:  

Financial Accounting

· Payments to staff, students and suppliers
· Raising of invoices to outside customers and collection of tuition and accommodation fees.
· Cash forecasting and management
· Capital programme and funding
· Statutory accounts
· Payroll services
· Tax, audit and regulatory compliance
Management Accounting

· Setting and monitoring of budgets.
· Production of forecasts for internal and external use.
· Support for the development and costing of bids for projects.
· Financial assessment of course validations/re-validations.
· Provision of financial models and information to support the DRAM process.
· Provision of ongoing advice and support to budget holders, project managers and other key members of staff.
· Provision of information for external reporting, compliance and audits.
· Development of costing information.
· Accounting services for Kent Man.
Purchasing

· Negotiation and management of central contracts.
· Direct assistance for departments running procurement activities.
· Training of staff involved in the purchasing process.
· Development of purchasing procedures and monitoring compliance levels.
· Support for the procurement of furniture and office equipment for capital schemes and building refurbishments.
Agresso Systems
· Controlling of front end security.
· Supporting the CIS team in the setting up and monitoring of interfaces from external systems.
· Provision of report writing and end user support and training.
· Maintaining and monitoring of the structure and integrity of data.
· Controlling of system changes that include patches and upgrades, applied in conjunction with the CIS team.
Generic 
· Fundamental finance and payroll systems
· Strong financial controls and procedures
· Relevant and flexible support for the growing needs of the University
· Financial management of the University and its subsidiaries 
· Support to SMT and Governors for the discharge of their financial obligations and responsibilities 
· Ensuring statutory responsibilities to funding bodies including HMRC, EU, Charities commission. 
Our service

We will:

· Provide a service to internal and external customers between the hours of 8.30am to 5.30pm Monday to Thursday and to 5pm on Friday.

· Treat our customers with respect and deal with their enquiries and concerns in a courteous, prompt and efficient manner. 

· Provide an initial response to all routine letters, memos and email enquiries within 3 working days.  All responses will identify the name, telephone number and other relevant details of the staff member dealing with the query.

· Maintain efficient and effective communications with departments across the University.

·  Maintain up to date and relevant details on the departmental website as a source of useful information to our customers.

· Operate with integrity and to high professional standards in all matters.
