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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Corporate Finance 
	POSITION NO: 


	SECTION:
	Central Finance
	GRADE: 		9


	JOB TITLE:

	Senior Finance Officer
	DATE PREPARED:24 May 2017

	EVALUATION DATE:
	[bookmark: Text22]25th May 2017
	JE NUMBER:	NC4034



	[bookmark: Text4]ROLE & PURPOSE OF JOB:     

To perform monthly and annual accounting activities including balance sheet reconciliations, financial reporting and data analysis. Activities include access and maintenance of the general ledger, daily dealings of working capital through the treasury systems process, financial planning and controlling daily bank reconciliation transactions. As a team player, responsibilities include coordination and completion of annual audits, providing internal and external auditors with the required supporting financial information as necessary. 

The role requires an analytical approach supported by strong excel skills including data analysis techniques and a proactive approach to improving systems, including implementing change resulting in financial and process efficiencies. 



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Responsible for the compilation, maintenance and accounting of the Council’s Councils’ Capital Programme including short and medium term forecasting, budgeting and monthly reporting. Responsible for capital accounting, management of service area capital programme update reports and submission of statutory returns.

	2.
	Responsible for the Council’s Treasury Management function in line with statute, accounting standards and specifically the Prudential Code. Responsible for the accounting and administration of the treasury function in respect of working capital management, dealing in money markets and other financial instruments. Prepare, maintain and manage daily, weekly and monthly liquidity for the authority. Ensure liquid position complies with minimum requirements at all times. Monitor and maintain treasury investment and borrowing contracts. Monitor and manage the list of daily limits and exposures split by company and industry sector. Ensure accurate monthly interest payments and receipts are monitored, accounted for and received. Review client and broker balance confirmations for audit purposes.

	3.
	Responsible for the delivering capital budget monitoring information to Service Heads, and the compilation of corporate monitoring thereby meeting the needs of the Corporate Management Team and Elected Members.

	4
	Responsible for producing the annual revenue budget and Council Tax pamphlet allowing for the setting of the Council’s Council Tax rates as required by statute and ensuring consistency with the Council’s accounts. This includes financial planning, scenario analysis and financial modelling which is required to produce the Council’s Medium Term Financial Plan.

	5
	Supports the Accountancy and Control Manager with compilation and production of the Annual Statement of Accounts, including completion of financial control reconciliations, information gathering, data analysis, financial reporting, an understanding of the latest International Financial Reporting Standards and overall ledger integrity. 

Responsible for Council Tax and Business Rate accounting including liaising with the Revenues and Benefits team and ultimately calculating and submitting the NDR 3 estimates to Central Government.

Actively responsible for the implementation of new accounting standards into the Council’s Statement of Accounts process including risk assessing new system and data gathering requirements. Responsible for producing and maintaining the Statement of Accounts project plan, putting emphasis on new requirements and identifying areas where efficiencies can be made through system developments and by removing non value added tasks.

	6
	Supports the Accountancy and Control Manager with various Vat and stamp duty and land tax queries required to complete service contractual arrangements.

Responsible for keeping up to date with changes to tax laws and regulations which specifically impact the Council’s ability to operate efficiently when being exposed to tax related risks. Responsible for managing the Council’s partial-exemption VAT position against the Local Authority partial-exemption threshold. 

Prepare the council’s tax error voluntary disclosures. Manage the production of Vat return submissions through integrity controls, system reviews and reconciliations.

	7
	Ensures that appropriate systems and procedures for effective financial management and controls are in place and adhered to by Operational Managers, City Managers and Schools across areas of the Council to allow Corporate Directors to provide assurance to the s151 Officer that the statutory and fiduciary requirements of s151 of the Local Government Act 1972 and s113 & s114 of the Local Government Finance Act 1988 are being fulfilled in areas of the business.

	8
	Interprets legislation, and responds to consultation proposals on the financial aspects of a diverse range of issues impacting on all areas in the Council. Provides technical guidance to the Assistant City Treasurer and City Managers on any necessary changes to financial systems and controls to ensure that standards of probity and efficiency are maintained in the light of legislative developments.  Supports Principal Finance Officers and the Assistant City Treasurer in developing and implementing the Council’s value for money and efficiency strategies.

	9
	Contributes to the development and enhancement of financial services to specific areas of the directorate on an ongoing basis, and actively participates in the provision of a range of business support activities (e.g. the identification of information system requirements, the co-ordination of performance management information etc.) to enhance the management capabilities of operational managers in the relevant areas, thereby contributing to the continuous improvement of services provided by the directorate.  

	10.
	Maintains good employee relations through effective communication and consultation with members of the finance team to ensure that the objectives of all areas of the Council and of Corporate Finance are achieved. Assists in the recruitment, induction, training, development and motivation of staff on the team to ensure a flexible, economic, efficient and effective service is provided to operational managers and other stakeholders.  
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
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 wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	[bookmark: Text8]1.	Responsibility for Staff:	Management responsibility for 1-2 Finance officers costs of circa £40k

[bookmark: Text9]2.	Responsibility for Customers/Clients:	     
Operational managers, Assistant City Managers and City Managers - the provision of financial information, support in budget setting, monitoring and annual accounts and training on various financial systems.
Other Finance staff- the production of financial information, delivery of financial control, budget, monitoring, and annual accounts 

3.	Responsibility for Budgets:	None

4.	Responsibility for Physical Resources:		None




	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1. Within Service Area/Section:

[bookmark: Text12]Acountancy and Control Manager, Principal Finance Officers , Business Financial Officers in the provision of financial information and a wider business support function to the Corporate Director, Service Managers, Schools and elected members.
Finance officers - manages and directs officers in the provison of a financial service to operational directorates. 
Staff in other teams across Corporate Finance for the timely and accurate provision of financial information relating to all areas of the Council to enable the completion of statutory and other returns relating to the council as a whole. 

2.	With Any Other Council Areas
[bookmark: Text13]
City Managers, Operational Managers and schools within specified areas of the business for the provision of financial information and advice to enable the efficient and effective delivery of service to stakeholders 
Staff of the internal Audit and Fraud Service enabling them to carry out their responsabilities to the Section 151 Officer. 

3.     With External Bodies to the Council

[bookmark: Text14]Staff of the Authorities external Auditors and other external inspectorates  in the provision and interpretation of financial information relating to  areas as required, to enable them to carry out their Statutory responsibilities.
Staff of other public bodies to whom the provision of timely accurate financial information relating to the relevant services of the directorate may be required to enable the completion of statutory returns, grant claims etc relating to partnership/joint working activities.
Members of the public and other stakeholders re ad hoc queries relating to the financial performance of the relevant service areas of the directorate 





	ORGANISATION CHART: 


	
	
	
	Immediate Line Manager
Accountancy & Control Manager or Principal Finance Officers



	
	
	

	Other jobs (peers) that report to immediate line manager
     
	
	This Position
Senior Finance Officer 

	
	
	

	
	
	Direct Reports
Finance Officers 










	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	     



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	|_|
	|_|
	|_|
	|_|
	|_|
	
|_|

	     



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	     





	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Member of the Association of Accounting Technicians (AAT)  or equivalent level of qualification (e.g. NVQ Level 4)
	X
	
	AF/CQ

	
	Evidence of continuing professional development and/or membership of a professional body.
	X
	
	AF/I

	2. 
	Relevant Experience:

	
	Experience of delivering and planning financial services at an operational level, working with operational managers and staff in formulating broad financial objectives and detailed budgets for service areas.  
	X
	

	AF/I

	
	Experienced finance professional with substantial experience in a financial environment, with a demonstrable commitment to ongoing professional development and a proactive approach to change.
	X
	
	AF/I

	
	A good understanding of finance systems (preferably Oracle) in a controlled environment and experience of working with standardised processes. 
	X
	
	AF/I

	
	Awareness of current political and legislative developments with regard to the services of the authority and the finance function itself, and of the practical implications these may have for the delivery of the finance service to the authority     
	X
	
	AF/I

	
	A good knowledge of statutory financial reporting with the ability to read and understand accounts including Income and Expenditure, Balance sheet and supporting disclosures
	X
	
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Ability to lead or participate in project teams and working groups to review existing procedures and practices, to formulate proposals for change, and to make appropriate recommendations to senior finance managers   
	X
	
	AF/I

	
	The ability to understand the strategic financial issues – and the associated implications -  facing the council, and be able to translate this understanding into positive change by leading the implementation of major and rapid change to financial procedures and practises at an operational level  
	X
	
	AF/I

	
	A well-developed knowledge of IT systems including Microsoft office and integrated corporate information and reporting systems
	X
	
	AF/I

	
	The ability to demonstrate an imaginative and innovative approach to problem solving, to exercise independence in decision making at an appropriate level, to monitor performance against agreed standards and to deliver results.
	X
	
	AF/I

	
	Management skills. Including the ability to lead, motivate others, encourage teamwork and delegate appropriately.    
	X
	
	AF/I


	4. 
	Knowledge:

	
	[bookmark: Text18]A detailed understanding of Financial Regulations, procedures and practices, and of their application at an operational level in a practical environment.     
	X
	
	AF/I

	
	A broadly based knowledge of the operational services provided by directorates in the context of customer focus and service management / planning issues, and an awareness of how these will be influenced and affected by changes in the wider environment.
	X
	
	AF/I

	
	A sound understanding of the current key developments in local authority finance.
	X
	
	AF/I     

	
	A sound knowledge of the codes of practice and developments in connection with local authority accounting and accounting practise generally.
	X
	
	AF/I

	
	A sound knowledge of the conditions associated with grants and external funding arrangements.
	X
	
	AF/I

	
	An awareness of current political and legislative development with regard to the service.
	 X         
	
	AF/I

	
	A sound knowledge of current accounting standards (preferably International Financial Reporting Standards)
	X
	
	AF

	
	A strong awareness of current value added tax regulations and some knowledge of partial-exemption
	X
	
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Strong relationship development and leadership skills with management, peers and direct reports.
	X
	
	AF/I

	
	The ability to work collaboratively with a range of colleagues and to deal with competing priorities and a challenging workload within a changing environment, whilst maintaining a positive and supportive managerial environment for members of the finance team.
	X
	
	AF/I

	
	Written Skills

	
	Strong verbal and written communication skills including the ability to receive and present complex, sensitive or contentious data to individuals and groups, overcoming barriers to communication.
	X
	
	AF/I     

	6.
	Other:
	
	
	     

	
	Advanced Excel skills including the ability to analyse large amounts of data using recognised techniques (such as fltering, pivot tables, ‘IF’ statements etc)
	X
	
	AF/I





	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	|_|
	N/A
	

	
	Improving services
	|_|
	N/A
	

	
	Analysis and decision making
	|_|
	N/A
	

	
	Making things happen
	|_|
	N/A
	

	
	Communicating with impact 
	|_|
	N/A
	

	
	Collaboration 
	|_|
	N/A
	

	
	Developing self and others
	|_|
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory  Disclosure from Disclosure Scotland/ Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks
	|_|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|X|
	
	AF(after short listing)
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