
  
 

 

 
It is the Vision of London Business School to have a profound impact on the way the world 
does business.  
 
London Business School is pre-eminent in the field of business education and is consistently 
ranked amongst the best in the world for both its degree and executive education 
programmes. It is the School’s vision to have a profound impact on the way the world does 
business, and it aims to achieve this through the research produced and disseminated by its 
faculty, and through the achievements and influence of its alumni. 
 
 
The Operations Department (incorporating IT & Library, Campus Services & Developments 
and Accounts)  aims to deliver end to end services to the School to support four strategic 
priorities: 

 
 



  
 

 

The expansion of the degree and executive education programme portfolios. 
 
The enhancement of all aspects of the student and participant experience. 
 
 
 
The development of the School’s reputation as a research-led institution with a world-
wide impact through the development of the research capacity and capabilities of its 
faculty. 
 
The implementation of a robust financial model to underpin the School’s vision. 

             In the context of the above, Accounts provides: 
 

A full customer-facing finance service to support the day to day running of the School 
(including central management and administration of the sales and purchase ledgers, 
payroll and the treasury function; research grant funding support and the processing, 
reporting and reconciliation of fundraising). 
 
A full corporate governance and compliance provision to the School and its 
subsidiary companies including management of financial controls; financial 
accounting and reporting; provision of insurance and tax support and management of 
the external audit process. 

 
A management information and business partnering service to the School’s senior 
management. 
 
A strategic planning and analysis service to the School’s executives. 
 
Purchasing and procurement support to the School’s budget holders. 

 
             The key objectives of Accounts in the School Plan include: 
 

• To support planning work to achieve the School’s strategy over the medium term (5 
years to 2017/18) and longer term (to 2024/25). 
 
• To maintain and continually improve the internal control environment ensuring the 
integrity and accuracy of the School’s finances and meeting all corporate governance 
requirements. 
 
• To deliver accurate, timely and highly rated management information and business 
partner support, ensuring financial considerations are an integral part of decision 
making across the School. 
 
• To deliver and demonstrate delivery of value for money across all School activities. 
 
• To deliver change in support of the School’s strategy. 

 



  
 

 

 
The purpose of the post is to: 

 

• Perform credit control activities for the School’s open programmes and other invoicing 
activities. 
 

• To operate all Accounts Receivable activities  
 

• Ensure that student invoicing for the School’s Open  programmes remains in line with the 
nominal rolls for those courses 

 

• Effectively tracking and managing participant payments – aiming for a ‘100% paid’ 
prior to a programme start date 

•  

• All of the necessary payment details are captured to receive payment prior to 
programme commencement 
 

• Regularly run outstanding payment reports to ensure outstanding debts are paid.  
Minimise the open debt by clearing 100% of unpaid invoices before they attend the 
Programme. 
 

• The Admissions Team and Central Accounts Team are made aware of any 
cancellations so that refunds/ 

• transfers/cancellation fees can be processed in a timely manner 
 

• Good working relationships are built with the participants to ensure that all required 
information is received  

 

• Assist and issue invoices as requested by the Executive Education Admissions team 
and in line with the timelines established for each course. 

 

• Perform periodic reconciliation of participant invoicing back to nominal roll lists for 
each course. 

 

• Any other duties as assigned by your line manager 
 
SKILLS EXPERIENCE REQUIRED 

 

• Credit control experience  
 

• Experience of working within a sales ledger environment  
 

• Strong customer focus. 
 

• Results orientated. 
 



  
 

 

• A good team player 
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