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UNIVERSITY OF WALES, GREGYNOG HALL 

 

Further Particulars - Finance Operations Manager   

 

Gregynog is a historic house with Grade 1 listed gardens set in the heart of rural Montgomeryshire. 

One of Wales’ premier country estates, and the former home of art collectors and public benefactors 

Gwendoline and Margaret Davies, it offers a welcoming setting in which people of all ages and abilities 

may discover, experience, participate in, and be inspired by the arts and natural environment.   

 

It is soon to become an independent charitable trust offering up many exciting new opportunities for 

regenerating the hall and estate, many new developments, all to be harnessed in the creation of an 

inclusive identity which will have a crucially important part to play in the future of a sustainable Wales.   

 

The role encompasses a broad range of financial operational duties, and day to day management of 

the financial operations, in support of the effective and efficient running of Gregynog.   The main focus 

of the role will be financial duties but the size of the organization means that duties may also include 

general administrative and other associated duties.  The post holder will be a member of the Gregynog 

management team. 

 

Applications are invited for the above post based at Gregynog Hall, near Newtown, Powys. 

 

This is a permanent full time position and the hours of work are 35 hours per week. 

 

Salary Circa - £25,000, dependent upon experience. 

 

METHOD OF APPLICATION 

 

Application should be by application form, and the application form and application form guidance, 

and further details are available at www.wales.ac.uk/vacancies.    

 

All applications should be addressed to Helen Edwards, Administration Manager, Gregynog Hall, 

Tregynon,  

Near Newtown, Powys, SY16 3PW. They should be enclosed in an envelope marked “APPOINTMENT –  

STRICTLY PRIVATE AND CONFIDENTIAL”, and must be received by Friday 23 June 2017.  

 

Alternatively, applications can be submitted via email to jobs@wales.ac.uk. 

 

The University reserves the right to consider persons other than those who have submitted 

applications.  

 

http://www.wales.ac.uk/vacancies
mailto:jobs@wales.ac.uk


Applicants not called for interview within one month of the closing date should consider their 

application to have been unsuccessful. 

 

Please note that feedback is unable to be provided to applicants who are not shortlisted for interview.  

 

 

 

THE UNIVERSITY IS AN EQUAL OPPORTUNITIES EMPLOYER 

 



 

 

 

 
 

Job Description – Finance Operations Manager 

 

Reporting to: Interim Project Consultant  

 

Primary aspects of the role 

The main purpose of the role is to undertake a broad range of financial operational duties and day to 

day management of financial operations, in support of the effective and efficient running of Gregynog.   

The main focus of the role will be financial duties but the size of the organization means that duties 

may also include general administrative and other associated duties. 

 

Main duties 

Financial Operations/Financial and Management Accounts 

 

 Day to day management and hands on operation of the finance function; 

 Line manage the Finance Assistant, ensuring there is adequate cover as needed, including 

supervision of their work and conduct an annual appraisal; 

 Produce and maintain the estimates of income and expenditure for Gregynog;  

 Act as budget controller for Gregynog accounts through the financial information system; 

 Prepare reports and information for budget holders; 

 To ensure effective, accurate and secure processes for handling and recording  all financial 

transactions, to include: invoicing, income posting, banking, security of cash handling and 

reconciliations, purchasing and ordering procedures and expenditure processing controls; 

 Prepare monthly management accounts and reports for the Interim Project Consultant tor 

including departmental profit & loss accounts and cash flow forecasts; 

 Proactively produce regular financial information to support managers and assist decision 

making including use of the hall by market segment / departmental profit and loss accounts / 

bed night usage; 

 Monitor income and expenditure rigorously against approved budgets and advise 

departmental managers and the Interim Project Consultant regularly on savings, improvements 

and efficiencies which could be achieved; 

 Ensure sound systems of internal controls and checks in accordance with legal and regulatory 

requirements; 

 Assist as appropriate in the preparation of applications for grants/funding; 

 To ensure correct VAT charging and recording and to compile quarterly VAT returns; 

 Liaise with external auditors for periodic review of all aspects of financial controls; 

 Liaise  with external accountants on production of the annual accounts; 

 Provide information to the external stock taker, review their findings and to ensure secure and 

effective stock management procedures are in place with the bar and catering managers; 

 Use the in-house booking system (Visual One) to obtain financial information for the 

production of the monthly P&L and income forecasting. 

 

Sales Ledger and Income Processing 

 



 Ensure effective debt management procedures are in place and ensure effective management 

of all customer accounts including estate tenants;  

 To respond to invoice queries and ensure these are resolved promptly to avoid potential delays 

in payment; 

 To spot check the production of sales invoices by the conference office to ensure all income is 

being invoiced in accordance with the customers’ contract; 

 Oversee the use of all credit terminals and review the monthly charges; 

 Oversee the use of tills for the shop and bar areas and produce reports for management 

information on product sales. 

 

Cash Management and Reconciliation 

 

 Reconcile Gregynog  Bank Account; 

 Undertake on a daily basis the on-screen reconciliation of the Gregynog Payments and Deposit 

Accounts using records on the appropriate systems;  

 Undertake on a monthly basis to balance the bank statements to the Nominal Ledger of the 

financial system; 

 Manage Gregynog cash flow to ensure that there are sufficient funds to meet all creditor 

payments due at the appropriate time; 

 Keep the cash flow statement updated for management use; 

 Prepare, through HSBCnet, bank account transfers and priority payments; 

 Oversee the control of the petty cash account and use of company credit card. 

 

General  

 

 Undertake general administration duties, as needed, as part of the Team in Gregynog; 

 Maintain and develop filing and record systems as needed in support of an effective finance 

function; 

 Conduct record retention on an annual basis to set guidelines. 

  

All University employees are required to: 

 

 Practise and support equality of opportunity in the workplace; 

 Take reasonable care for their own  health and safety and those of others as appropriate in the 

workplace, and comply with health and safety legislation; 

 Cover for any colleagues as reasonably required. 

 

 

This role description is not intended to be an exhaustive list and will be subject to regular review in the 

light of changing professional demands.  The post-holder will be expected, at all times, to be flexible in 

the performance of their duties.  Gregynog may require, from time to time, post-holders to perform 

other duties, outside their normal ones. 



 
 

Person Specification - Finance Operations Manager 

 

Criteria Essential Desirable 

Skills and Abilities Broad range of operational financial 

skills and abilities 

 

 

 Excellent communication and 

interpersonal skills, with the ability 

to get on well with others at all 

levels  

 

 Excellent planning and 

organisational skills, including the 

ability to assess priorities, work 

independently without supervision, 

the capacity to work under 

pressure, to meet deadlines and 

deal with a multiplicity of tasks. 

 

 Ability to work both on own 

initiative, exercising personal 

responsibility and judgement, and to 

work in a team. 

 

 Flexible approach to work, willing to 

undertake and be involved in a 

broad range of tasks 

 

 Fully computer literate, with 

excellent spreadsheet skills with the 

use of Microsoft Excel 

 

 

 Ability to maintain a keen attention 

and good eye for detail 
 

 Ability to understand, analyse and 

advise upon complex data 

 

Knowledge Knowledge of using a financial 

accounting package – Sage 50 

accounts, with Excel integrated 

reporting and online banking 

 

Experience Proven experience in a responsible  

finance operational role which has 

incorporated a wide range of finance 

related tasks including producing 

monthly financial information, 

maintaining estimates of income 

and expenditure, and assisting in 

the preparation of final accounts, 

 



budgeting and cash flow forecasting 

 

Experience of producing accurate 

and structured financial data 

 

Experience of purchase ledger and 

sales ledger with effective debt 

management procedures 

 

Education and 

qualifications 

A broad range of financial 

management experience  at a 

responsible level/ ‘qualified by 

experience’ 

 A good level of education 

Finance qualification such as 

AAT 

 

Other requirements Discretion and maintenance of 

confidentiality 

Welsh speaker 

 Willingness to undertake any 

relevant training to further own 

development 

 

 

 



 

 

CONDITIONS OF APPOINTMENT 

 

Finance Operations Manager, University of Wales, Gregynog Hall 

 

The following conditions will govern the appointment: 

 

1. The appointment is subject to the provisions for the time being in force of the Charter and 

Statutes of the University of Wales. 

 

2. The salary for this post is circa £25,000 dependent upon experience. 

 

3. This is a permanent contract. The appointment is to the University of Wales and will be based 

at Gregynog Hall, Tregynon, Newtown, Powys SY16 3PW. 

 

4. The contracted hours of work will be 35 hours per week basic. However, the person appointed 

will be required to work such hours as are necessary to carry out the duties and responsibilities 

of the post.     

 

5. Full time annual leave entitlement is 25 days plus 8 statutory and 7 customary days of holiday.  

The leave year is 1 January to 31 December inclusive and annual leave is calculated on a pro-

rata basis.  Annual leave must be taken at times agreed by the Director and preferable during 

the quieter winter season.  

  

6. Subject always to the Rules of the Scheme, the post holder will be eligible to join the University 

of Wales Superannuation Scheme.  The current rate of contribution is 7.5% of salary by the 

employee and 25.4% of salary by the employer.  

 

7. The appointment will be full time, and the person appointed may not undertake any other 

employment or appointment involving significant calls upon his/her time or energies without 

the express permission of the Vice-Chancellor. 

 

8. The University’s occupational sick pay scheme is on an increasing scale dependent on length of 

service, up to a maximum of 6 months’ full pay and six months’ half pay.  

 

9. The appointment will be made subject to the receipt of satisfactory references and proof of 

educational, professional, vocational, etc. qualifications specified by candidates on the 

application form, and proof of eligibility to work in the UK. 

 

10. Only where there is an intention to appoint, the University will require the prospective 

appointee to complete a pre-placement health questionnaire and submit it to the University for 

Onward Transmission to the Occupational Health Service (OHS). The questionnaire will form 

the basis of a report to the University from the OHS confirming if the prospective appointee is 

considered fit for the post in question. 

 

11. Confirmation of the appointment will be subject to the satisfactory completion of a six month 

probationary period.    



 

12. The appointment may be terminated by not less than one month’s notice in writing by either 

side. 

 

13. It is not a condition of employment in the University that staff should be members of a trade 

union.  However, the University recognises UNISON as the appropriate trade union to 

negotiate on behalf of clerical and secretarial staff.   

 


