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Job Description

	1. POST DETAILS

	Business Centre:
	Financial Services

	Division:
	Financial Services

	Post Number: 
	B0075

	Working Hours:
	20 (Hybrid working)

	Grade:
	6/7

	Work Base:
	Civic Centre, Addlestone

	Prepared/Agreed by:
	Sam Cooper

	Date:
	06/11/2024



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Senior Accountant (Corporate & Services)

	Deputising Responsibility:
	-

	Directly Supervises:
	-

	Indirectly Supervises:
	- 



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

	· The postholder will assist the Accountancy Section in the provision of accounting services to budget managers, Corporate Head of Finance and Councillors.
· 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. MAIN 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



	5. MAIN DUTIES AND RESPONSILBITIES OF THE POST
Accountancy Support 

· Assist the Senior Accountant in the preparation of the annual budget and closing of the accounts for the services by preparing working papers (e.g. actuals & budget book, virements and planned underspends), printing reports and looking up information and analysing this as appropriate, in order that these activities are carried out to a good standard and produced on time.
 
· Assist the Senior Accountant on an ad hoc basis with journals and other tasks.

· Assist in the budgetary control process by producing and distributing monthly reports from the Total Finance system undertaking detailed analysis of any major variations as directed to provide Budget Managers with the information required to manage their budget.

· Enable service costs to be easily and accurately reported by maintaining an up-to-date code list for the services that allows financial information to be collected and reported effectively.

· To assist the Accountants in the preparation and submission of returns to Central government. This will help the authorities’ resilience plans by ensuring that a second officer is familiar with the returns and the government’s new DELTA system.

· Carry out change and amendments to the staff intranet Via Jadu system.


	Other Duties


· Costing & Bookkeeping – Management of the transactions (cash, phone, purchasing cards and year end purchase order accruals) that need  importing to the ledger and the review of purchase order transactions that have been allocated to suspense. Along with the opening balance journals and the balancing of stocks, impress and petty cash accounts.

· Weekly review of purchase orders raised to identify those in amend status and contact relevant member of staff to correct.

· Monthly/Weekly allocations of transactions to services.

· Reconcile the suspense account for Council properties business rates paid by Direct Debit by analysing figures from the daily bank statements, Total Finance and the business rates system to ensure that the rates for each property is properly and accurately allocated to the services to which it relates.

· Develop and maintain procedure notes for all activities updating them to take account of new circumstances and for improvements in order to achieve best value in the administration of these schemes. 

· Undertake the checking and dispatch of payments made in the weekly payments run by following the procedures for checking payments made by cheque and BACS, to ensure that the correct creditors are paid.

· In conjunction with the other Accountancy Assistant, to review and redirect e-mails received into the authorities “Finance” e-mail account.

· 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 delivery of this job description should be read in conjunction with the council’s competency framework

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

	
	Essential (E) or Desirable (D)
	App Form
	Interview

	Knowledge
	
	
	

	· [bookmark: _Hlk186732423]General Administration and IT skills
· Excellent Written and spoken communications skills 
· Double entry Bookkeeping 
· Understanding of Financial and Management Accounting
 
	(E)
	
	

	· 
	(E)
(E)
(D)
	



	




	· 
	
	
	


	
	
	
	

	Skills and Experience
	
	
	

	
	
	
	

	
· A minimum of three year’s working in a finance environment 
· Well versed in using the Microsoft Office suite of applications including Word, Excel, MS Teams and Outlook
· Worked in local government or other public sector body
· Worked in an accounting function
· 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
· 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
· 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
	
(E)

(E)
(D)
(D)
(E)

(E)


(E)

(E)
(E)
(E)
(E) 
(E)
(E)
(E)
(E)
(E)

(E)
(E)
(E)
	












	


























	
	
	
	

	Training and Qualifications

	
	
	

	· Studying towards full membership of the Association of Accounting Technicians (AAT)
· Training specifically linked to local government accounting
· Five GCSE or “O” levels or equivalent including Maths and English
	
(D)
(D)
(E)
	





	




	
	
	
	

	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
	(E)
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