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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Accountant


	POST NUMBER:  1100AIM
1182FRV/1100BZX

	REPORTS TO (Job Title):  
	Principal Accountant



	DEPARTMENT:   Finance
	GRADE: 10



	JE REF:
	2535
	PANEL DATE:
	180111

	1.
	MAIN PURPOSE OF JOB

Provide support and assistance to the Finance Manager/ Principal Accountant, to provide a co-ordinated and consistent approach to the provision of a comprehensive financial accounting, management information and advisory service to members, senior managers and budget holders. 

To assist in developing and supporting benefits realisation within the overall transformation programme.



	2.
	KEY TASKS:
The key generic financial tasks of the post are to;

· Generic tasks will involve (dependent on the department):-

· Budgeting skills

· Financial accounting skills

· Closing accounts

· Costing and financial appraisals for projects

· Grant claims

· Auditing and compliance

· To support the Finance Manager/Principal Accountant in developing and managing a financial service that is consistent with a council wide delivery model whilst meeting the needs of different service areas

· Provide coordinated and consistent financial advice, management information, support and challenge to Officers and Members of the Council

· To support the implementation of change programmes, improving service quality and promoting a culture that drives up standards and performance.

· To assist in developing and supporting benefits realisation within the overall transformation programme

· To support organisational development through contributing to Directorate and Council wide projects

· When required attend Member meetings and officer working groups

· Prepare in conjunction with Service Directors and the Finance Manager/Principal Accountant annual revenue and/or capital budgets in a form and timescale laid down by the council

· In conjunction with the Finance Manager/Principal Accountant, to prepare the Council’s medium term financial plan (MTFP)

· In conjunction with the Finance Manager/Principal Accountant to organise and implement the overall preparation of year-end and periodic financial and performance monitoring reports on the Council’s revenue accounts and the projected out-turn.

· Preparation of the final accounts and the Statement of Accounts for revenue and/or capital in accordance with the Accounting Code of Practice.

· Ensure integrity of financial procedures and controls within IT systems (including Financial Management System and other accounting records) to ensure accuracy and timeliness

· Complete grant claims and other financial and statistical returns in accordance with required deadlines

· Produce reports and present these at member meetings, departmental team meetings and Council Management Team meetings.

· Communicate clearly with Members, management across the Council and individual teams as required.

· Take direct line management responsibilities for staff

· The postholder is responsible for developing creative solutions to financial problems to ensure operational managers maintain levels of service within prescribed budgets

· The postholder will be required to give financial support on key organisational projects as required

· To provide training on financial issues, including budget management responsibility and use of the financial system.

· To support  staff in terms of professional advice on all aspects of revenue and/or capital accounting.

· Undertake any other duties commensurate with the post as required



	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number reporting -  Direct: tbc                 Indirect: tbc

Post holder will be required to manage and supervise various aspects of the work of accounting technicians and clerks and other departmental finance staff where appropriate. Provide leadership, support and direction to these staff and provide training to the team.



	4.
	CREATIVITY & INNOVATION

Creativity and innovation is essential and is required to solve problems relating to the completion of the key tasks. This would be needed in the areas of;

· Leading and implementation of  change programmes, improving service quality and promoting a culture that drives up standards and performance.

· Preparing reports for the principal accountant for budget preparation, the monitoring of budgets and the closing of accounts.

· Creating and maintaining computerised systems i.e. spreadsheets, generating reports from the financial management system

· Solving problems relating to the day to day issues that arise as part of the role



	5.
	CONTACTS & RELATIONSHIPS

· Leading and implement change programmes, improving service quality and promoting a culture that drives up standards and performance.

· The postholder will attend Member meetings, departmental management team meetings and attend any other meetings as required.

· Regular meetings will be held with service managers/budget holders.

· Contact will be required with other officers outside of the employing department and on occasion outside of the organisation with other local authorities and government departments.

· The purpose of the above contacts will be to give financial advice, gather and/or present information, ensure compliance with pre-determined procedures and regulations, evaluate and develop information for use in a financial context.

· All the above meetings will involve issues that require initiative and responses that may not be straight-forward.  This will require the utmost professional financial support from the postholder.



	6.
	DECISIONS – discretion & consequences

· The postholder will be required to make decisions relating to the setting of work standards and leading to changes in procedures or practice in the financial environment.

· These decisions could have significant implications for the service and budget holders/service managers. The decisions will be in respect of the financial performance of the service area and could require the postholder to give advice to budget holders, service managers and the finance manager about restricting spending in service areas or presenting alternative affordable solutions and recommending these be taken.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value

Office equipment including desk top computers and laptops.





	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands – the post holder manages own workload and the work load of other staff. This can change frequently due to interruptions and urgent requests for information.

Some of work has cycles with predictable time limits However the postholder must work to tight and changing deadlines and conflicting priorities.

Physical demands – normal office environment

Work conditions – normal office environment

Work context – no physical and verbal risk to post holder



	9.


	KNOWLEDGE & SKILLS

· Should hold a Consultative Committee of Accounting Bodies professional qualification or have advanced high level knowledge of accounting at a senior level within the public sector 

· Over 3 years experience of budgeting and financial analysis at a senior level. 

· Able to identify areas of service improvement and experience of providing support in the management of change and achieving continuous service improvements

· Experience in the development of new strategy, policy or processes

· Able to challenge financial outcomes to ensure they deliver strategic outcomes

· Be able to motivate, develop and manage staff, including staff appraisals in accordance with best practice

· Able to provide training and advise in financial management, including identifying skills gaps

· Interpret and communicate complex legislation and financial matters to staff, members and external bodies who may have a non financial background 

· Communicate effectively both verbally and in writing and be competent in writing reports

· Able to produce and report data based on financial modelling and scenario planning

· Have good knowledge of standard IT systems and have experience of using spreadsheet packages

· Able to work within a constantly evolving work environment, to strict deadlines

· Experience of managing politically sensitive issues

· Work co-operatively with others to achieve common goals and objectives and solve problems

· Be able to work on their own initiative without supervision, setting and meeting their own work targets and the targets of others

· Able to prepare documents with high levels of detail and complexity.

· Knowledge and awareness of the latest issues affecting local government finance.

· Good level of understanding of the public sector

· Demonstrate a commitment to continuing professional development criteria of appropriate professional body.

· Tact, diplomacy and assertiveness will be needed in dealing with contacts.



	10.
	Position of Job in Organisation Structure
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Job reports to:


Principal Accountant




















This post:


Accountant 





Other jobs at this level:


Systems Accountant





Jobs reporting up to this one: 


Accounting Technician


Finance clerk
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