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Regent’s Park College Oxford  

 

Further Particulars for the post of Finance Assistant 

The College 

The University of Oxford comprises 38 Colleges and 5 Permanent Private Halls collectively 
associated with the academic departments and central offices. Regent’s Park College is the 
largest of the Permanent Private Halls with about 200 full-time students and 70 part-time 
students. These include approximately 115 undergraduates, 115 postgraduates, 25 
candidates on courses for Baptist ministry and a further 15 visiting students completing one 
to three terms in Oxford as part of their home degree. Undergraduates study on courses in 
the Humanities and Social Sciences; Postgraduates study on a wide range of courses. The 
College employs around 20 full-time staff and a number of part-time staff who provide the 
academic, administrative, and library resources for the College.  

The College occupies an historic site in Oxford on the corner of St. Giles and Pusey Street, an 
advantageously central location between the Ashmolean Museum and the University’s 
Radcliffe Observatory Quarter. Regent’s Park College is committed to academic excellence 
and has a reputation as a friendly and supportive community.  

For more information about the College visit www.rpc.ox.ac.uk.  

Overview of Role 

Job title  Finance Assistant 
Hours of work 0.4 FTE, based on 24 hours per week during term-time (3 terms of 10 

weeks each); flexibility in the arrangement of these hours is possible 
and can be discussed at interview. 

Salary range £9,600 - £10,536 (£24,000 – 26,340 FTE), dependant upon experience 
Responsible to Director of Finance 
Liaison with Principal, Fellows, Library, Development and Administrative Staff, 

Students, the Honorary Treasurer, payroll provider, bank, suppliers, 
auditors.  

 
Main duties and responsibilities 

The post-holder will support the Financial Director with financial and accountancy activities 
for the College, including but not limited to the following:   

Sales ledger: 

• Raising student fees and battels invoices, the charges include fees, meal prepayment 

caution money deposit, printing and photocopying and any termly JCR/MCR charges; 

• Raising termly SCR invoices 

• Dealing with student queries 

• Assisting with the management of overdue fees and battels 

Purchase Ledger  

• Providing cover for the purchase ledger 

http://www.rpc.ox.ac.uk/
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• Preparing BACS files for submission including purchase ledger, sundry payments and 

termly teaching payments 

Budget and Management Accounts   

• Assisting with the preparation of the annual budget 

• Assisting with the preparation of accruals, prepayments and deprecation charges 

• Reconciling balance sheet accounts including accounts payable, accounts payable by 

BACS and caution money although not limited to these accounts 

Other 

• Preparing the termly meal, photocopying and printing schedules for invoicing 

purposes    

• Assisting with the preparation of the gift aid claims  

• Performing other ad hoc duties as required by the Director of Finance  

The duties of the post are subject to regular review as the role develops. 

Person specification and selection criteria 

Essential 

• Previous experience within a financial environment 

• Well organised and able to manage competing deadlines 

• Understand the basics of double entry and has produced journals    

• Attention to detail and high levels of accuracy  

• Strong IT skills, particularly with excel 

• Ability to deal with sensitive and confidential matters 

• Good communication skills 

• Demonstrate experience of working with software packages including an accounting 

package  

Desirable 

• Previous experience of Quick Books 

• Studying AAT     

 
Benefits 
There is a total of 25 days holiday a year FTE, plus 8 public holidays. Holiday allowance is pro 
rata for part-time appointments. Pro rata holiday for this 0.4FTE is 10 days a year. Holiday is 
not normally taken during term time.   

Lunch is available free of charge on working weekdays. The College offers a healthcare cash 
plan and contribution to superannuation will be made to the Oxford Staff Pension Scheme. 

The University staff card provides local discounts and entries.  

Hours of Work 
This role is designed to provide term-time support to the Finance Director.  The ideal 
working pattern would be 24 hours per week during weeks -1 to 8 of term (a total of 30 
weeks per annum) but there is flexibility in the spread and arrangement of these hours and 
we are happy to discuss this at interview. Some home-working may be possible, but a 
regular presence in College is required.     
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Probation period 
There is a probationary period of three months during which one week’s notice is required; 
thereafter the notice period is two months. 
 
Application procedure 
Candidates should address a letter of application to the Director of Finance, explaining how 
they meet the qualifications and criteria specified. Candidates should include a C.V. together 
with the names of two referees (of which one should normally be from the present or 
immediate past employer). References will be taken up after a successful interview. 
Applications should be sent, electronic or hard copy, to the PA to the Principal, HR 
kristin.anderson@regents.ox.ac.uk. 
 
We will be selecting candidates to interview as we receive applications.  The role will remain 
open until a suitable applicant is appointed and it is hoped that the successful applicant will 
be able to commence work as soon as possible. 
 

Equal Opportunities Statement 
It is policy and practice of the College and the University of Oxford that all staff are offered 
equal opportunities within employment. Entry into and progression within employment will 
be determined only by personal merit and the application of criteria related to the duties of 
each particular post and the relevant salary structure. Subject to statutory provisions, no 
applicant or member of staff will be treated less favourably than another because of age, 
disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, 
religion or belief, sex, or sexual orientation.  An Equal Opportunities Monitoring Form will be 
sent to all applicants.  

Documentary proof of right to work in the UK  
The Immigration, Asylum and Nationality Act 2006 makes it a criminal offence for employers 
to employ someone who is not entitled to work in the UK. We therefore ask applicants to 
provide proof of their right to work in the UK before employment can commence. Do not 
include these documents with your application. You will be sent a request for the relevant 
information at the appropriate point in the selection process.  

Valid NI number 
The College is required by HM Revenue and Customs (HMRC) to have a valid national 
insurance (NI) number for payroll purposes and we request that a valid NI number is 
provided before commencing employment. If applicants are not currently in possession of a 
valid NI number, they should apply without delay to HMRC. For further information please 
see the HRMC website http://www.hmrc.gov.uk/ni/intro/number.htm. 

Data Protection  
Regent’s Park College is committed to protecting the privacy and security of personal data. 
Our Staff Applicants Privacy Notice explains what personal data Regent’s Park College holds 
about applicants, how we use it internally, how we share it, how long we keep it and what 
your legal rights are in relation to it. 

mailto:kristin.anderson@regents.ox.ac.uk
http://www.hmrc.gov.uk/ni/intro/number.htm
http://www.rpc.ox.ac.uk/wp-content/uploads/2018/05/Privacy-notice-Staff-applicants-v1.pdf

