
  

 

ROLE PROFILE 
 
 

JOB TITLE: Senior Service Charge Accountant 

REPORTING TO: Head of Rent and Service Charges 

TEAM:  Finance 

JOB OVERVIEW 

As a Senior Service Charge Accountant, you will work as part of the Rent and Service 
Charge sub-team within our finance function.  You will provide a wide range of financial 
services in relation to leasehold and service charges, including monthly management 
reporting, performance reports, and budget production. 
 
This role will deliver service charge business partnering, including responsibility for the 
following key areas:    
 

• Develop and lead on accurate Service Charge budgets for existing properties and 
new developments 

• Conduct regular reviews to compare actual costs against budgeted costs for all 
service chargeable units 

• Ensure compliance with regulatory requirements in the management of both variable 
and fixed service charge properties 

• Develop, maintain and own documentation for annual provision to service charge 
payers and leaseholders, while also providing training and guidance on service 
charge matters throughout the organisation 

• Deputise for the Manager, to ensure there is cost recovery in place for service 
charges in line with the legislation in place for either fixed or variable service charge 
regimes 

• Lead on the year-end processes to identify and manage surplus / deficits or 
leaseholder sinking fund accounts are accounted for correctly 

 
This role will be key in supporting the delivery of a proactive and high-quality financial 
service, which will require collaboration across the business, to develop and maintain 
positive and effective working relationships. 
 

 



  

 

ABOUT FORHOUSING AND THIS ROLE 

 
 
 
 
 
 
 

With tenants at the core of everything we do our values shine through and drive our behaviour.  
 

ABOUT FORHOUSING 
 
Everything we do aims to positively impact the lives of our social housing tenants and deliver on what matters to 
them and their communities. 
 
By listening to tenants and keeping them at the heart of all we do, we provide safe, well maintained, sustainable 
homes and deliver customer focused, equitable and efficient services. And we always want to do better. 
 
Through our tenant focused, inclusive and agile culture, ForHousing is a place where everyone can thrive and be 
themselves. 
 
ABOUT THE ROLE 
 
You’ll work to positively impact tenants and their communities by: 

 
Business Partnering 

 

• Leading on and working with Budget Holders to set Service Charge budgets for existing 
properties and new developments 

• Establishing and maintaining appropriate systems for budgeting and monitoring of service 
charges 

• Facilitating devolved budget preparation and management for all service costs 

• Managing year-end processes to address surplus/deficits or leaseholder sinking fund 
accounts effectively 

• Supporting the service charge project to ensure full cost recovery and compliance 

• Conducting regular reviews to compare actual costs against budgeted costs for all service 
chargeable units.  

• Ensuring adequate provision for service costs in the development of new properties 

• Developing and maintaining the fixed asset module for service charges 

• Ensuring thorough understanding and adherence to service charge terms in tenancy and 
lease agreements 

• Providing assurance to the business, to conduct Section 20 consultations as required, 
meeting legal obligations 

 
Service Charge Setting 
 

• Overseeing the calculation and production of service charge statements and letters 

• Ensuring accurate identification and allocation of income and costs for all service chargeable 
units annually 



  

 

• Ensuring compliance with regulatory requirements in the management of both variable and 
fixed service charge properties 

 
Management Accounting 
 

• Developing management reporting for service charge budget holders and providing financial 
understanding and support through training and guidance 

• Providing high quality service charge information and commentary for the monthly 
management accounts pack 

• Ensuring all service charge income is recorded correctly in the accounts by scheme to enable 
production of accurate and timely management accounts 

• Tracking actual performance against the approved budget, providing explanations for 
variances, highlighting the key drivers for under/over performance 

 
Continuous Improvement   

 
• Driving continuous improvement and leading change through our finance systems, processes, 

and culture including the finance team improvement plan   

• Reviewing and updating all service charge processes and procedures to ensure they comply 
with legislation 

• Ensuring you have an eye for detail and are proactive in addressing the challenges faced by 
the organisation 

 
Other 

 
• Other responsibilities and accountabilities are detailed in the Finance RACI   

• Ensuring environmental, social, and governance (ESG) considerations are integrated into 
financial planning, reporting, and risk management 
 

 

WHAT WE ALL NEED TO DO 

 

• Things can change so we may ask you to carry out other duties to make sure we continue to meet 
organisation and people needs. We’ll consult you first and always make sure any different duties are in line 
with your post and salary 
 

• Our strategic Outcomes are the things we aim to deliver together through our strategies. You will play an 
important part in what we will achieve. We encourage you to find new or improved ways of working to help 
make good things happen every day 
 

• You’ll help make sure we continue to maintain and even exceed expectations, performance, and compliance 
standards. At the same time, you’ll seek best value for money in every part of the job  
 

• If you access commercially sensitive or personal information that may be covered by the Data Protection 
Act, you must maintain confidentiality in line with our policies and procedures. Let your manager know if 
you aren’t clear about anything  
 

• We thrive in an inclusive environment, where everyone is valued. You’ll need to familiarise yourself with our 
equity, diversity and inclusion policies; to help make sure we deliver a person focused service 
 



  

 

• Compliance on all aspects of health, safety and welfare for all staff and customers is paramount to how we 
work together.  

 

• You’ll need to carry out any personal development activities which will support you in your job and help you 
continually innovate and reach your full potential 
 

• All colleagues are responsible for ensuring that the data that we hold about customers, properties, and any 
other relevant services in corporate systems is collected, regularly checked for accuracy, and used for the 
purposes stated. Accurate, good quality data is critical to providing person-centred customer service. This 
also includes recording all customer and property interactions 
 

• We all have a responsibility to escalate safety or any other concerns and share those raised to us by tenant, 
stakeholders, or other colleagues. Managers and leaders must take seriously and act appropriately on any 
concerns raised to them  
 

• From time to time, you may need to undertake other tasks commensurate with your role. 
 
 
 
 

Person Specification:  

Assessment Key: AF = Application Form I = Interview T = Test/Assessment QC = Qualification Certificate 

 

AREA REQUIREMENT 

(All criteria are essential unless defined as desirable) 

ASSESSED 
BY: 

Qualifications and 
Training 

• Part Qualified or Qualified CIMA / ACCA/ ACA Accountant 
• Record of Continuous Professional Development in Finance 

QC 
I 

Experience, 
knowledge, skills 
and qualities 

• Strong experience of working in a similar role, including forecast 
monitoring and budget setting 

• Monthly management accounts – preparation to tight deadlines, 
monthly commentary and variance analysis 

• Experience of working with financial IT systems and producing 
performance reports and analysis of financial data 

• Technical accountancy knowledge and ability to interpret 
financial information 

• Good Excel skills to manipulate and analyse large volumes of 
financial data from a housing management system 

• Experience of working in social housing and knowledge of 
Service Charges is essential  

I 

 

I 

 

I 

 

I 

 

I 

 

A/I 

Skills and abilities • Strong analytical and problem-solving skills  
• Ability to interpret and present financial data with attention to 

detail 
• Key positive advocate for the finance team within the team and 

across the organisation  
• Key positive influencer at finance leadership team meetings – 

driving the team’s improvement agenda  
• Ability to manage multiple priorities such as multiple projects 

whilst still delivering results 

I 
I 
 
I 
 
I 
 
I 
 



  

 

• Effective communication skills and excellent attention to detail 
• Able to encourage collaboration with others and be a valuable 

team player 
• Able to work to deadlines and manage self through peaks and 

troughs 
• Ability to explain financial issues in an accessible way to non-

finance people 
• Ability to build and sustain effective working relationships with 

all stakeholders 
• Process improvement resulting in efficiencies in day-to-day 

operations 

I 
I 
 
I 
 
I 
 
I 
 
I 

 

Personal qualities • Reliable and trustworthy (delivering on our promises)   
• Proactive and passionate about providing accurate data and 

information   
• Strong commitment to delivering high quality customer 

focussed services  
• Able to behave in a professional, measured and effective 

manner at all times  
• Motivational leadership skills that inspire colleagues to do their 

best work both individually and as a team in a challenging and 
changing environment  

• High levels of emotional intelligence, empathy and compassion  
• High levels of integrity and resilience  
• Committed to motivating others and developing people  
• Ability to work closely and productively with colleagues on joint 

projects within a team environment  
• Ability to champion inclusivity and collaboration, break down 

silos and encourages a one team mentality  
• Demonstrate a strong commitment to Equality, Diversity and 

Inclusion 

I 
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