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JOB PROFILE  AND PERSON REQUIREMENTS 

	JOB TITLE: Finance Officer

	GRADE: 
7
	Evaluation Date: 
15 October 2018
(update July 26)
	Evaluation Result: 555
	NC2823



ROLE AND PURPOSE
Monitoring of Revenue & Capital budgets, maintaining all financial systems, to provide financial information, reports & statistics to managers, budget holders and senior finance staff. To prepare and collate financial information for budget preparation. To update and adjust the corporate financial ledger to enable the production of the Council’s annual accounts. To promote and ensure value for money, compliance with proper accounting practices and the adherence to grant conditions and financial regulations. To provide the frontline source of leadership, support & guidance to lower graded Finance Officers.
PRINCIPAL ACCOUNTABILITIES: 
Maintain Workday systems, monitoring all required revenue & capital budgets & holding/suspense accounts, ensuring the integrity of all financial information with regard to accurate and timely posting of expenditure & income. 
Supply a wide range of financial information on a regular and ad-hoc basis to managers, budget-holders and senior finance staff to enable the effective financial management and control of the Council’s finances in line with Corporate financial policies and Financial Regulations. 
Co-ordinate with staff from service areas and within Corporate Finance to ensure that grant claims, financial & statistical returns & other external requests for information are produced to a high standard in a timely & effective manner. 
To monitor & review all financial operations and make recommendations for improvements to systems and procedures where necessary to ensure the efficient and effective use of resources and the adequacy of internal control. 
To liaise with managers, budget holders and other finance staff to produce and collate financial information for the production of the Council’s medium & long term budget, ensuring that the Council’s aims & objectives are reflected in budget proposals. 

Provide front-line financial support, advice, analysis & training to service managers and staff to ensure that financial management information is available to aid the service management decision making process.  
Provide leadership, support and training to lower graded Finance Officers and Clerical Support Assistants to aid their personal objectives and develop staff able to provide a high quality financial support service. 
Assist in the production of the Council’s annual accounts by ensuring that all necessary expenditure and income is correctly accounted for in line with statutory accounting guidelines. 
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy. 
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. 

Additional information:

Political Restriction - This post is politically restricted under the provision of the local government and housing act 1989 on the basis of the following category: 
THIS POST IS NOT POLITICALLY RESTRICTED

GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties and responsibilities of a similar nature commensurate with the grade and requirements of the post, as and when required, throughout the various workplaces in the Council. 


ESSENTIAL CRITERIA
The application form will be assessed against the job role essential requirements to progress to the shortlisting process. 

Qualifications:
· A.A.T. or NVQ 3 or equivalent knowledge. 

Knowledge:

· Extensive knowledge of accounting practices & principles, Financial Regulations and the Council Constitution. 
· Basic knowledge of  IFRS 
· Major aspects of Local Government Finance. 
· Corporate Financial Database Systems e.g. Workday. 
· Microsoft Office Suite – especially Excel. 

Experience:

· Experience of working in finance office environment. 
· Supervisory experience. 


Skills:

· Providing a front line source of leadership and motivation to help ensure that the new Corporate Finance structure and role is successful. 
· Ensuring that the Council’s financial regulations and any grant conditions or other external rules are observed throughout the area’s activities, and to lead the delivery of financial guidance and training if required. 
· High literacy and numeracy skills. 
· Analytical skills. 
· Communication and interpersonal skills. 
· Ability to work in an extremely high profile and pressured environment, where mistakes may be extremely damaging to the wider policy objectives and the credibility of the service area and Corporate Finance.  Reconciling the at times conflicting demands of service heads and managers with the statutory and regulatory requirements incumbent upon Corporate Finance. 
· The ability to produce written information that, clearly and concisely, sets out often complicated financial information for managers, budget holders and senior finance staff to enable them to make informed management decisions.

Interpersonal/Communication Skills:

· The ability to communicate, clearly and effectively, financial information to managers, budget holders and senior finance staff in sufficient detail to enable them to manage effectively. 
· The ability to motivate other Finance Officers and Clerical Support Assistants. 

· To be a credible and satisfactory single initial point of contact for financial queries, with only the more complex ones being referred to the line manager for advice and resolution if required.   
· The ability to lead on training provision to managers, budget holders and finance staff. 
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