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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Trainee Accountant (Level 1)
	POST NUMBER: 

	REPORTS TO (Job Title):  
	Training Officer 


	DEPARTMENT:   Financial Services
	GRADE:  7


	JE REF:
	0051 0622
	PANEL DATE:
	21/06/2022


	1.
	MAIN PURPOSE OF JOB

To provide support and assistance to the appropriate finance manager and accountant (departmental or corporate) in delivering a comprehensive financial accounting, management information and advisory service to members, senior managers and budget holders in either a specific council directorate or the corporate centre.

The post holder will be supported by the Council in a programme of professional training with the aim of qualifying as a member of the Chartered Institute of Public Finance Accountants (CIPFA).
The qualification is funded by the Apprenticeship Levy and the role will need to fulfil obligations of the Level 7 Apprenticeship.


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

· Prepare revenue and capital estimates

· Ensure and maintain the accuracy of the Financial Management System and other accounting records

· Complete grant claims and other financial or statistical returns

· Complete final accounts and elements of the preparation of the statement of accounts

· Provide financial information and advice to staff in financial services and service directorates to assist in budget monitoring

· Produce budget monitoring reports on a regular basis for budget managers and the corporate monitoring cycle

· Prepare financial reports for staff in directorates, Members and the corporate centre

· Reconcile various suspense accounts and other similar accounts

· Ensure that support service charges are recharged on a regular basis to front line services

· Interpret and advise on changes to legislation

· Provide advice on a number of areas that are service specific. These cover areas of specialised accounting issues which arise from the service team in which they are working. The requirement to fulfil tasks under these areas will be set out by the service finance manager

The post holder is required to undertake professional training to attain membership of the Chartered Institute of Public Finance Accountants (CIPFA).



	3.
	SUPERVISION / MANAGEMENT OF PEOPLE
Number reporting - Trainee Accountants will be expected to manage no more than 1-3 staff
The post holder will be required to manage various aspects of the work of administrative assistants and other departmental finance staff where appropriate. Provide support and direction to these staff and provide some training to the team.
The number will vary dependent on the placement as part of the rotation scheme.



	4.
	CREATIVITY & INNOVATION
A certain amount of creativity and innovation is required to solve problems relating to the completion of the key tasks. This would be needed in the areas of;

· preparing information for the principal accountant / accountant for budget preparation, the monitoring of budgets and the closing of accounts.

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

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

· Preparing and carrying out specific and unique project assignments



	5.
	CONTACTS & RELATIONSHIPS
· Required to attend inter-departmental working groups

· Regular meetings will be held with service managers/budget holders to give financial advice and support as required on complex issues without supervision.

· Contact will be required with other officers across all areas of the council and on occasion outside of the organisation.

· Regular contact with Government Agencies on routine and more complex issues

· Occasional contact with elected members

· 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.




	6.
	DECISIONS – discretion & consequences
· The postholder will be required to make decisions within clearly defined rules and procedures involving choosing options from a range of established alternatives.
· These decisions could have 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 and the principal accountant / accountant about corrective action to 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 will mainly manage their own workload. This can change daily due to interruptions and urgent requests for information.  The postholder must work to tight and changing deadlines.

Some of work has cycles with predictable time limits. 

The post holder will work on a rotation basis gaining experience across a number of areas of finance. There is a need to work within tight deadlines to complete required professional work experience and the post holder may need to exert influence on the type of work placement needed to ensure the full range are achieved.  Any shortfall in experience could lead to the post holder not achieving the required professional experience in order to become a qualified accountant.
physical demands – normal office environment
work conditions – normal office environment
work context – no physical and verbal risk to post holder



	9.


	KNOWLEDGE & SKILLS
· Expected to demonstrate results up to Undergraduate Degree Level or have Association of Accounting Technicians qualification or equivalent 

· Be able to manage staff and exercise best management practice

· Communicate effectively both verbally and in writing and have experience of writing reports

· Interpret and communicate legislation

· Be able to produce and deal with statistical and numerical data.

· Have a good working knowledge of computer systems, be competent in the use of spreadsheet packages and others as necessary.

· Adapt to a constantly evolving work environment

· Adapt to new working practices and procedures as appropriate to high quality financial accounting services

· 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 those of others under their supervision.

· Able to prepare, analyse and interpret documents in varying levels of detail and complexity.

· Keep up to date with the latest issues affecting local government finance and the council, its funding arrangements and financial management and monitoring mechanisms.

· Be able to balance training for a professional qualification and the requirement to undertake work ongoing work.
· Comply with 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/ Accountant 














This post:


Trainee Accountnant





Other jobs at this level:








Jobs reporting up to this one: 


i.e  Trainee Technicians  / finance clerks etc.
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