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JOB DESCRIPTION
Job Title: Management Accountant
Department: Finance
Reports to: Finance Manager

Main Purpose of Role:
To produce accurate and timely management information, support month-end and year-end finance processes, and provide high-quality financial analysis and operational support across the finance function. In addition to core management accounting duties, the role will take responsibility for billing activity and provide operational cover for other finance roles, including the Senior Accounts Executive and Credit Controller, as required in a busy professional law firm environment.

Main Duties and Responsibilities

Management Reporting & Analysis

· Prepare accurate and timely management accounts, variance analysis, departmental reporting and other financial information for partners and stakeholders.
· Produce and distribute weekly, monthly, quarterly and annual management information reports within agreed deadlines.
· Ensure management information is supported by accurate, complete and well-maintained financial data.
· Analyse financial performance, billing, fee earner metrics and other key data, presenting findings clearly to non-financial colleagues.
· Support budgeting, forecasting and ad hoc reporting requirements for the Finance Manager and Head of Finance.

Billing, Accounting & Financial Operations

· Take day-to-day responsibility for billing activity allocated to the role, ensuring bills are produced accurately, promptly and in line with client and firm requirements.
· Prepare journals, reconciliations and accounting postings, ensuring transactions are accurately recorded and reviewed.
· Support payroll preparation, pension contributions, PAYE, VAT returns and other routine statutory and finance-related submissions as required.
· Maintain accurate records, working papers and supporting documentation for audit, compliance and internal review purposes.

Team Support & Cross-Cover

· Provide effective cover for the Senior Accounts Executive and/or Credit Controller during periods of absence, leave or peak workload.
· Work flexibly across the finance team to help ensure deadlines are met and service levels maintained.
· Assist with receipts, payments, reconciliations, debtor administration, credit control support and other operational finance tasks as required.
· Support process improvement, system updates, new starter finance set-up and ad hoc projects across the department.

Controls & Compliance

· Carry out duties in accordance with all applicable Solicitors Accounts Regulations requirements, internal controls and firm procedures.
· Complete reconciliations, checks and supporting work accurately and escalate issues, discrepancies or potential breaches promptly to the Finance Manager.
· Support compliance reviews, audit activity, accountant's report work and wider finance-related regulatory requirements as directed.
· Contribute to a strong culture of confidentiality, accuracy, control and client service within the finance team.


Essential Criteria
Fully qualified accountant (ACA/ACCA/CIMA or equivalent).
Management accounting, reporting and analysis experience.
Proficient in MS Office, with advanced Excel skills and experience of finance systems.
Strong analytical and problem-solving skills, with an eye for detail.
Excellent communication skills, able to explain financial information clearly to non-financial colleagues.
Able to work independently, manage competing priorities and provide flexible support across billing and wider finance duties.

Desirable Criteria
Previous law firm or professional services finance experience.
Accounts preparation experience.
Experience of billing, credit control and supporting operational finance processes.
Experience of payroll, VAT and regulatory compliance activity.
Experience providing cover across different finance team roles.
Additional Information
This role operates within a busy professional law firm environment and includes cross-cover responsibilities across the finance team.
Flexibility may be required to meet deadlines and support periods of leave, absence or peak workload.

This job description is neither exhaustive nor exclusive and may be reviewed and amended in the future to reflect duties commensurate with the role.
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