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JOB DESCRIPTION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder.

Job title			Finance Officer
Reports to		Group Accountant
Team			Financial Services
Grade			7 (Level 1) 
Last updated		June 2023	
Job Summary

· To provide financial support and advice for a range of services across the Council overseeing key financial processes to enable the sound financial management of the organisation. This will require the post-holder to use skills and knowledge to identify, investigate, analyse, and evaluate issues and/or solutions within the financial management framework.
· To ensure that processes and procedures are adhered to with respect to the financial administration of the organisation’s affairs. This will include identifying opportunities to improve these processes and procedures on an ongoing basis.
· To work as an integral part of the wider Financial Services team to deliver the departmental service plan outcomes.
Key Tasks 
Operational Responsibilities
· To support the Service Manager (Strategic Finance) and Group Accountants in providing accurate and timely information for the monthly budget monitoring process, ensuring effective control and use of financial resources. For example, analysing budget forecasts, producing system based monthly outturn reports for completion by budget holders, holding regular meetings with budget holders and other appropriate colleagues.
· To ensure all the Council’s financial transactions are correctly classified and recorded in accordance with international accounting standards and comply with the Council’s Financial Regulations, Standing Orders, Policies and Procedures.
· To assist in the closure of accounts and production of the Annual Statement of Accounts as directed and in line with approved timetables, reporting requirements and relevant Codes of Practice. For example, clearing suspense accounts, posting accruals to the ledger, producing required reconciliations, and producing notes to the Accounts.
· To assist with the production of the budget as directed and in line with an agreed timetable. This will include the production and reconciliation of budget estimates with budget holders.
· To undertake financial reconciliations within agreed procedures and deadlines, for example bank reconciliations and Housing Benefit debtors. To investigate discrepancies and liaise with colleagues to resolve any errors that are identified.
· To assist with the administration of the Council’s Treasury Management and Banking arrangements including maintaining the cash flow register to inform investment decisions.
· To assist with the administration of the Council’s non-current assets register.
· To complete financial returns and grant claims as directed.
· To undertake the calculation of departmental and internal support recharges, including liaising with departmental managers, issuing, collating and inputting timesheet analysis forms.
· To complete the monthly VAT return and submit to HM Revenues and Customs within prescribed deadlines. 
· To support the Returning Officer in the completion of the Election Expenses Claim form for Parliamentary, District, Police & Crime Commissioner elections and Referendum. 
· To ensure all Town/Parish Councils within the district submit precept forms by the statutory deadline to enable accurate calculation of Council Tax demands.
· To create and post journal transfers to the financial system.
· To act as an Administrator for the Civica Financial System and/or Corporate Banking System.
· To contribute to the delivery of efficient and effective financial management and accounting services by providing timely and appropriate financial advice to enable the Council to pursue its Corporate Strategic Plan and deliver Value for Money outcomes.
· To assist in the provision of up to date and meaningful financial management information that allows the Council’s performance to be assessed.
· [bookmark: _Hlk138067661]To contribute to the delivery of efficient and effective financial management and accounting services by providing timely and appropriate financial advice to enable the Council to pursue its Corporate Strategic Plan and deliver Value for Money outcomes.
· To assist in the provision of up to date and meaningful financial management information that allows the Council’s performance to be assessed.
· To seek innovative solutions to problems, develop improved methods of working and look for opportunities to enhance financial support to services.
· To keep abreast of current accounting developments and advise on the effects of new legislations and Codes of Practice for areas within the remit of the post.
Management / Supervisory / Team Working Responsibilities
· To support the team to work across service, location and other boundaries to ensure the delivery of the service plan.
· Liaise with Internal and External Auditors with regard to the Council’s accounts and other technical matters as they arise.
· To support the development of the team and individuals.
· To model the Council values and behaviours.
Communication & Contacts
· To communicate effectively with Senior Management and budget holders across the Council.
· To communicate effectively with financial services colleagues to ensure that working arrangements are efficient and work is effectively prioritised across the team.
· To communicate effectively with colleagues in other services, including shared service colleagues in other organisations, to ensure that financial information is complete and accurate and to resolve any queries that arise during the course of their work and in accordance with financial policies and procedures.
· To liaise with external audit staff and other external bodies with regards to the Council’s statutory duties, technical consultations, and other queries.
Financial / Budgetary Responsibilities
· To support the management of operational budgets associated with service functions, in accordance with financial regulations, as allocated by the Service Manager (Strategic Finance) and Group Accountants.
· To work with specified services to deliver value for money customer focused services across the Council.
· To support the exploration of new ways of funding; being innovative and commercial in managing resources.
Other
· To ensure that your own professional development and professional knowledge is up to date. 
· Undertake any other duties and responsibilities appropriate and relevant to the post.
· Ensure awareness of the council’s Safeguarding Policy and take a proactive approach to ensure the safeguarding of residents at all times.
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PERSON SPECIFICATION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder. 

Job title		Finance Officer
Reports to		Group Accountant
Team			Financial Services	
Grade		Grade	7 (Level 1)
Last updated	June 2023
We want the postholder to be able to demonstrate the following competencies to a high level and want to use these to the full in their work.  This is more important than having a great deal of direct experience of the job content, and we will be looking for evidence of all the following key competencies during the selection process, if you are shortlisted.



· 



· Personal effectiveness
· Proactive
· Managing relationships
· Communication
· Customer focus


Key Criteria 
Qualifications and Experience
· AAT qualification and membership with evidence of continued professional development.
Specialist Knowledge and Job Requirements
· Knowledge and understanding of local and/or central government processes and practices.
· Good numeracy skills with the ability to be accurate.
· Experience of developing appropriate financial forecasts and budget models.
· Experience of using computerised financial systems, with good spreadsheet and word processing skills (preferably MS Excel and Word).
· The ability to interpret accounting codes of practice and produce draft reports/briefing notes to Senior Officers.
· Liaise with the Head of Strategic Finance and Property and Group Accountants to support the budget monitoring and setting process.
· Good interpersonal skills, including the ability to work independently and with others as part of a team.
· Ability to support key financial processes, prioritise work to meet deadlines, and a concern for order and accuracy.
· A commitment to effective levels of customer care and working within a business partnering culture, motivating others to do the same.
· Evidence of being able to operate and communicate effectively with officers at different levels of seniority, including understanding the needs of internal customers.
· Flexible approach to work, with a keenness to support and deliver new ideas and initiatives to meet changing work requirements.
· Good communication and influencing skills, with the ability to give clear advice and support to service staff across the Council. 
· Ability to explain finance issues, at the appropriate level, to non-finance staff.
· Work constructively with Financial Services colleagues to ensure consistent and effective delivery of accountancy and finance services 
· Liaise with external contacts including Auditors, Central Government officers, colleagues in other local authorities and professional bodies / advisors / consultants.
Other
· A positive, “can do” attitude.
· Ability to travel as required.
· Flexible in office location and working practices.
· The council is committed to safeguarding and promoting the welfare of all its residents specifically children and vulnerable adults. The council expects all its staff to have an understanding of Safeguarding and to share this commitment.
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JOB DESCRIPTION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder.

Job title			Finance Officer
Reports to		Group Accountant
Team			Financial Services	
Grade			8 (Level 2)
Last updated		June 2023	
Job Summary
· To provide financial support and advice for a range of services across the Council overseeing key financial processes to enable the sound financial management of the organisation. This will require the post-holder to use skills and knowledge to identify, investigate, analyse and evaluate issues and/or solutions within the financial management framework.
· To ensure that processes and procedures are adhered to with respect to the financial administration of the organisation’s affairs. This will include identifying opportunities to improve these processes and procedures on an ongoing basis.
· To work as an integral part of the wider Financial Services team to deliver the departmental service plan outcomes.

Key Tasks 
Operational Responsibilities
· To support the Service Manager (Strategic Finance) and Group Accountants in providing accurate and timely information for both the revenue and capital monthly budget monitoring process, ensuring effective control and use of financial resources. For example, analysing budget forecasts, producing system based monthly outturn reports for completion by budget holders, with follow up meetings held for addition support and where necessary challenge.
· To support and contribute to the completion of the Council’s Capital Strategy and Asset Management Strategy.
· To ensure all the Council’s financial transactions are correctly classified and recorded in accordance with international accounting standards and comply with the Council’s Financial Regulations, Standing Orders, Policies and Procedures.
· To assist in the closure of accounts and production of the Annual Statement of Accounts as directed and in line with approved timetables, reporting requirements and relevant Codes of Practice. For example, clearing suspense accounts, posting accruals to the ledger, producing required reconciliations, and producing notes to the Accounts.
· To assist with the production of the budget as directed and in line with an agreed timetable. This will include the production and reconciliation of budget estimates with budget holders.
· To provide financial support and guidance to the various Fees and Charges processes, including financial modelling. 
· To undertake financial reconciliations within agreed procedures and deadlines, for example bank reconciliations and Housing Benefit debtors. To investigate discrepancies and liaise with colleagues to resolve any errors that are identified.
· To assist with the administration of the Council’s Treasury Management and Banking arrangements including maintaining the cash flow register to inform investment decisions.
· To assist with the administration of the Council’s non-current assets register.
· To complete statutory government financial returns and grant claims as directed, including the General Fund Revenue Account (RA) and General Fund Revenue Outturn (RO). 
· To undertake the calculation of departmental and internal support recharges, including liaising with departmental managers, issuing, collating and inputting timesheet analysis forms.
· To complete the monthly VAT return and submit to HM Revenues and Customs within prescribed deadlines. This includes providing VAT advice and assistance to colleagues and ensuring correct VAT classifications are applied when charging for goods and/or services.
· To support the Returning Officer in the completion of the Election Expenses Claim form for Parliamentary, District, Police & Crime Commissioner elections and Referendum. 
· To ensure all Town/Parish Councils within the district submit precept forms by the statutory deadline to enable accurate calculation of Council Tax demands.
· To ensure all Town/Parish Councils precepts are paid accurately and on time.
· To create and post journal transfers to the financial system.
· To act as an Administrator for the Civica Financial System and/or Corporate Banking System, Treasury Management System and Finance Asset Management System.
Management / Supervisory / Team Working Responsibilities
· To support the team to work across service, location and other boundaries to ensure the delivery of the service plan.
· Liaise with Internal and External Auditors with regard to the Council’s accounts and other technical matters as they arise.
· To support the development of the team and individuals.
· To model the Council values and behaviours.
· To contribute to the delivery of efficient and effective financial management and accounting services by providing timely and appropriate financial advice to enable the Council to pursue its Corporate Strategic Plan and deliver Value for Money outcomes.
· To assist in the provision of up to date and meaningful financial management information that allows the Council’s performance to be assessed.
· To seek innovative solutions to problems, develop improved methods of working and look for opportunities to enhance financial support to services.

· To keep abreast of current accounting developments and advise on the effects of new legislations and Codes of Practice for areas within the remit of the post.
Communication & Contacts
· To communicate effectively with Senior Management and budget holders across the Council.
· To communicate effectively with financial services colleagues to ensure that working arrangements are efficient and work is effectively prioritised across the team.
· To communicate effectively with colleagues in other services, including shared service colleagues in other organisations, to ensure that financial information is complete and accurate and to resolve any queries that arise during the course of their work and in accordance with financial policies and procedures.
· To liaise with external audit staff and other external bodies with regards to the Council’s statutory duties, technical consultations, and other queries.
Financial / Budgetary Responsibilities
· To support the management of operational budgets associated with service functions, in accordance with financial regulations, as allocated by the Service Manager (Strategic Finance) and Group Accountants.
· To work with specified services to deliver value for money customer focused services across the Council.
· To support the exploration of new ways of funding; being innovative and commercial in managing resources.
Other
· To ensure that your own professional development and professional knowledge is up to date. 
· Undertake any other duties and responsibilities appropriate and relevant to the post.
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PERSON SPECIFICATION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder. 

Job title		Finance Officer
Reports to		Group Accountant
Team			Financial Services
Grade		Grade 8 (Level 2)	
Last updated	June 2023
We want the postholder to be able to demonstrate the following competencies to a high level and want to use these to the full in their work.  This is more important than having a great deal of direct experience of the job content, and we will be looking for evidence of all the following key competencies during the selection process, if you are shortlisted.
· 
· Personal effectiveness
· Proactive
· Managing relationships
· Communication
· Customer focus


Key Criteria 
Qualifications and Experience
· AAT qualification and membership with evidence of continued professional development.
· At least 3 years’ local government / public sector finance experience.
Specialist Knowledge and Job Requirements
· Knowledge and experience of local and/or central government processes and practices.
· Significant experience and knowledge of Local Government Finance.
· Excellent numeracy skills with the ability to be accurate.
· Experience of developing appropriate financial forecasts and budget models.
· Experience of using computerised financial systems, with excellent spreadsheet and word processing skills (preferably MS Excel and Word).
· The ability to interpret accounting codes of practice, international accounting standards, Financial Regulations, Standing Orders, Policies and Procedures and produce draft reports/briefing notes to Senior Officers.
· Strong communication skills (written and verbal).
· Liaise with the Head of Strategic Finance and Property and Group Accountants to support the budget monitoring and setting process.
· Excellent interpersonal skills, including the ability to work independently and with others as part of a team.
· Evidence of having established, monitored, and met service provision targets and standards. With the ability to support key financial processes, prioritise work to meet deadlines, and a concern for order and accuracy.
· A commitment to effective levels of customer care and working within a business partnering culture, motivating others to do the same.
· Evidence of being able to operate and communicate effectively with officers at different levels of seniority, including understanding the needs of internal customers.
· Flexible approach to work, with a keenness to support and deliver new ideas and initiatives to meet changing work requirements.
· To review service support and respond to client needs in meeting new or changed objectives, to ensure that support is fit for purpose and meets the needs of the business.
· Excellent communication and influencing skills, with the ability to give clear advice and support to service staff at all levels across the Council. Including the ability to challenge, where appropriate.
· Ability to explain finance issues, at the appropriate level, to non-finance staff.
· Work constructively with Financial Services colleagues to ensure consistent and effective delivery of accountancy and finance services 
· Liaise with external contacts including Auditors, Central Government officers, colleagues in other local authorities and professional bodies / advisors / consultants.
Other
· A positive, “can do” attitude.
· Ability to travel as required
· Flexible in office location and working practices.
· The council is committed to safeguarding and promoting the welfare of all its residents specifically children and vulnerable adults. The council expects all its staff to have an understanding of Safeguarding and to share this commitment.
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