Epsom & Ewell Borough Council

Role Profile Template
	Role Title:
	Financial Administration Officer

	Job Family:
	Administrative Support

	Service:
	Exchequer Team – Financial Services

	Location:
	Town Hall

	Reporting To:
	Exchequer Team Supervisor


	Role Purpose:

Why the role exists and its contribution
	To provide effective administrative support to Exchequer service.
As a member of the council’s team, contribute to the achievement of the Council’s corporate vision, behaviours and priorities and the development of the Council’s positive high performing culture.


Main Duties and accountabilities
	Service Specific
	· Assist the Exchequer Team with administrative processes, including journals, daily reconciliations of the Council’s bank account, Cash Book and General Ledger.
· Processing of Direct Debit invoices and income and expenditure transactions on Financials system and carrying out payment run and reconciliation.

· On rota for loading bank statements onto the system and completion of bank reconciliation spreadsheet. 

· Assist in review and reconciliation of suspense account.
· Input cheques and other income received from departments onto the cash system.

· Prepare bags for the bank

· Balance the cash system with receipts.

· Assist with debtors function, including debt recovery and inputting of garden waste subscriptions


	Generic Duties
	Administrative Support

· Working under instruction, provide a good all round administration service that supports with the delivery of the corporate plan, vision, behaviours, corporate identity and key messages and promote effective corporate working across the organisation

· Participate in learning provided to perform the role successfully and to the standards expected. Take an active interest in developing  skills to develop sound administrative support
· Meet designated administrative tasks within specified timeframes as set out in the agreed work schedule. Deliver targets in line with the relevant standard operating procedures and contribute to My Performance Conversations
· Maintain and refresh established systems and processes by keeping abreast of and responding to current and future service needs and assist with the review of relevant business processes to ensure standard administrative systems and service related procedures continue to be fit for purpose

· Be responsible for dealing with allocated service requests from members of the public, external organisations and other services. Provide a seamless and high quality service to ensure that routine customer enquiries are dealt with efficiently and more specialist support is sought from colleagues where appropriate

· Collate, record and present team data in accordance with the Council’s performance measurement systems and share this as requested with other officers and members 

· Ensure effective flow of communication within your team and sharing of information to and from other services across the council

· Organise service related meetings including the co-ordination of agendas, attendees, minutes and room bookings

· Assist with postal requirements for your team including the opening, scanning, recording, collection, distribution packing etc. of post. 

· Carry out day to day maintenance of office equipment such as photocopiers, scanners, printers etc. and liaise with service engineers regarding service requirements.

· Ensure the team has the necessary and basic facilities to deliver the service effectively including access to files, contacts, stationary and equipment


	The key decision making areas in the role

	Prioritising own daily workload

Decide when to seek advice or highlight a problem with line manager 

	Customers and contacts

	Knowledge of other service areas within the Council/Authority
Contact with clients/customers




	Dimensions of the role

	Financial 
	Non-financial 

	· Shared responsibility within the team for processing payments and receipts of circa £40,000,000 per annum 
· Accounting for or handling expenditure or money 


	· Shared responsibility within the team for processing approx. 100,000 transactions per annum. 
· Exchequer Services


Person Specification
	Knowledge and Experience
	Essential (E) or Desirable (D)
	Application
	Interview/
Assessment

	Experience of a ‘cash’ or finance working environment
	E
	X
	X

	Experience of working in a local authority, regulatory and/or customer focussed environment
	E
	X
	X

	
	
	
	

	Skills
	
	
	

	Accuracy and numeracy skills
	E
	X
	X

	Good communication skills
	E
	X
	X

	Basic IT technical skills i.e. keyboard skills, MS Office, Outlook, Excel etc
	E
	X
	X

	Willingness to learn and good team player
	E
	X
	X

	Working under pressure and to deadlines
	E
	X
	X

	Work with minimum supervision
	E
	X
	X

	
	
	
	

	Additional Requirements
	
	
	

	
	
	
	



