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Job Description

	1. POST DETAILS

	Business Centre:
	Financial Services

	Division:
	Financial Services

	Post Number: 
	B0069

	Working Hours:
	37

	Grade:
	6 – 10 (Progress through grades subject to qualifications)

	Work Base:
	Civic Centre, Addlestone

	Prepared/Agreed by:
	Paul French

	Date:
	31/08/2022



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Senior Accountant (Technical & Commercial)

	Deputising Responsibility:
	Senior Accountant (Technical & Commercial)

	Directly Supervises:
	-

	Indirectly Supervises:
	-



	3. JOB PURPOSE (What is the job trying to do?)

	· Provide a full range of costing, budgeting, and accounting services for the Council and its associated companies.
· Deliver robust, accurate and timely financial support and advice to all stakeholders to ensure that the best use is made of available financial resources, and that decisions are based on appropriate and accurate consideration of the relevant financial issues. 

	
4. OBJECTIVES (What is the purpose of the job?)

	· Add value to and promote the Council’s accounting functions by planning and co-ordinating duties in order to satisfy statutory requirements and Codes of Practice in respect of financial accounting. 
· Ensure that financial reporting and advice is carried out to a high standard by identifying improvements and developing new methods of delivering reports and advice so that the Council’s financial policies and strategies are communicated effectively to all stakeholders and that information is presented clearly and accurately
· Develop and administer effective systems to manage the Council’s overall VAT obligations including identifying areas of potential VAT risk and advising as appropriate



	5. MAIN DUTIES OF THE POST

	Service Accounting 
1. Prepare the annual budgets for a range of services in accordance with the agreed estimate programme by using information supplied by, and in consultation with, Budget Managers and from allocation working papers by analysing information as appropriate to enable robust budgets to be set that are consistent with the Council’s financial strategy.
2. Prepare the final accounts for services in accordance with the agreed Closing of Accounts programme by rigorously testing and examining information from the Financial Management System and from Budget Managers in order that robust and accurate service actuals are produced.
3. Develop the system for the effective budgetary control of services by continuously reviewing the systems for providing budgetary control data, to ensure that, in consultation with Budget Managers, variances are identified and reported effectively, and appropriate action taken.
4. Assist the Senior Accountants as directed and in accordance with agreed procedures to enable the effective control and monitoring of ledger controls and personal accounts and in completing high quality year end working papers.
5. Provide proactive and responsive advice and support to Members and Managers as requested by giving verbal and written advice in order to assist them in achieving their aims whilst at the same time ensuring adherence to the Council’s financial regulations, standing orders aims and objectives.
6. Provide comments on the resource implications for reports and provide professional input to all other reports, attending pre-meetings, meetings and following up issues after the meeting so that the stakeholders receive high quality professional financial advice.
7. Complete financial returns for government departments and other organisations by using appropriate and accurate financial data set in the correct context within the timetables specified, to ensure that the financial position and plans of the Council are fairly and accurately reported.
8. Recover sums owed from third parties in accordance with written legal agreements on a periodical basis by interrogating the Financial Management System and raising invoices for the appropriate amounts to ensure all sums due to the Council under these agreements are received on time.
9. [bookmark: _Hlk95844737]Support the Senior Accountants at working parties and project teams by attending meetings and providing financial evaluations, costings and advice to enable decisions to be made that assist in the achievement of the aims of these groups and teams.
Company Accounting

10. Provide a full bookkeeping service for the Council’s companies including the preparation of management accounts reconciling the sales and purchase ledgers, setting up payments to suppliers, banking and bank reconciliation
11. Preparing and maintaining cashflow forecasts and assisting the directors with the ongoing business plans for the various companies
12. Service charge accounting for the service charge company RBCS  and awareness of the RICS rules

13. Preparation of quarterly VAT Returns and their online filing
14. Maintain and develop the accounting software, acting as the system administrator for all three companies.

15. Liaison with external accountants and auditors in relation to the annual accounts, taxation and group accounting requirements (both intercompany and Council).

16. Maintaining records of all inter-company and Council-to-company transactions to assist in their elimination when consolidating the accounts.

Value Added Tax (VAT)

17. Develop and administer effective systems to manage the Council's overall VAT obligations by continuously reviewing procedures and monitoring these effectively and by developing accounting systems that provide the information required, to ensure that VAT obligations are being accounted for and reported to HMRC correctly

18. Identify areas of potential VAT risk and advise as appropriate on the appropriate VAT management of these risks by continuously reviewing the Council’s activities, requesting advise as appropriate from the Council’s VAT consultants, and making recommendations to the Corporate Head of Finance on the most appropriate VAT treatment, to ensure that VAT penalties are avoided and that the most appropriate VAT strategies are adopted.

19. Advise managers and staff generally on VAT procedures by making such investigations as are necessary to ensure that problems are promptly and efficiently resolved, in order that VAT obligations are dealt with effectively.

20. Provide all returns required by the HMRC for VAT purposes by keeping effective controls and completing the returns accurately and completely to ensure that timely and proper returns are made



	Other Duties
21. Assist in providing Budget Manager and general finance training by taking an active role in such training courses and other methods as are necessary to ensure that Budget Managers are able to carry out their responsibilities within the Council’s financial framework.
22. Develop and maintain procedure notes for all activities of the team updating them to take account of new circumstances and for improvements in order to achieve best value in the administration of these schemes.
23. Support the response of the Council in relation to a borough emergency


	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.



The post holder will be required to work outside normal office hours, including attendance at evening meetings

The post-holder will undertake continuous professional development to ensure that best practice is delivered within all financial management activities to the benefit of both the post holder and the Council

Person Specification

	Please indicate whether the criteria is assessed again the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	
	

	
	
	

	· Actively studying for the Association of Accounting Technicians (AAT) or equivalent
· Five GCSE or “O” levels or equivalent including Maths and English
	


	


	
	
	

	Desirable Qualifications
	
	

	
	
	

	· Full membership of the Association of Accounting Technicians (AAT)
· Qualified member of a CCAB body with full membership 
· CIPFA membership
· Training specifically linked to local government accounting 
	



	




	
	
	

	Essential Working Experience
	
	

	
	
	

	· Experience of producing management accounts including full profit and loss, cash flow and balance sheet reviews
· Experience of managing company bank accounts including full reconciliations and cash flow management
· A minimum of three year’s working in a finance environment 
· Knowledge of budget setting and budgetary control functions
· Knowledge of cost allocation, recharging mechanisms and reconciling control accounts
· Well versed in using the Microsoft Office suite of applications including Word, Excel, MS Teams and Outlook
	








	









	
	
	

	Desirable Working Experience
	
	

	
	
	

	· Worked in local government or other public sector body
· Experience of carrying out the VAT function for a large organisation
· Worked in an accounting function
	


	



	
	
	

	Essential Skills/Attributes
	
	

	
	
	

	· Demonstrate a high degree of numeracy and accuracy
· Confident with using figures and has the ability to collect, understand and interpret information and explain the meaning of figures in a clear way to non-finance staff and other stakeholders 
· Ability to understand, analyse and interpret financial data and present it in a format suitable for reporting
· Able to review and proof-read documentation effectively to check for completeness and accuracy
	
	








	
	
	

	Desirable Skills/Attributes
	
	

	
	
	

	· Ability to develop the potential of IT packages
· Ability to work accurately and methodically to deadlines.
· Able to cope with competing demands and multiple deadlines
· Able to resolve difficult or complex issues
· Able to organise own workload and work independently
	


	





	
	
	

	Essential Personal Qualities
	
	

	
	
	

	· Able to communicate effectively both verbally and in writing 
· Honesty and integrity in handling personal financial information.
· Ability to work co-operatively and willingly with others, supporting colleagues and sharing workloads.
· Calm under pressure
· Ability to work accurately to a high level of detail
	





	






	
	
	

	Desirable Personal Qualities
	
	

	
	
	

	· Confident to probe and query written, or verbal information provided by others 
	
	

	
	
	

	Other Requirements
	
	

	
	
	

	· Willingness to undertake continuous professional development in order to maintain essential qualifications and specialist knowledge to the benefit of the Council and the postholder
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