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Job description and Person Specification

Senior Finance Assistant


	Department 
	Finance

	Service 
	Budget and Accounting

	Grade
	G

	Reports to
	Accountant or Finance Officer

	Responsible for 
	Work supervision of Finance Assistant level

	Job reference
	10975



	Job Purpose – 


	To assist in the process of providing a budgeting and financial management service for the agreed specialism(s), so that operational services are fully supported, through the provision of financial advice in order to control and coordinate the development, preparation and monitoring of budgets. 
 
To close specified client’s accounts, completing appropriate adjustments and allocations.  Complete required returns, statistics and claims relating to the capital and revenue outturn.


	Context – 


	The finance department operates as a shared service, within the shared service the Budget and Accounting department is a centre of expertise.  

In order to focus on a high level of delivery and support to the Service departments the Budget and Accounting department is organised in line with the Authority.  

The Senior Finance Assistant role has specific areas of responsibility within the service and works very closely with individual Responsible Budget Officers as a technical advisor. The role requires a strong knowledge of accountancy and a good understanding of the service department.




	Accountabilities - 

	To provide support in controlling and co-ordinating the development, preparation and monitoring of client’s budgets, advise in producing specified client’s capital and revenue budgets, input budget information and complete related reports, statistics and returns as necessary to give options and advice on available funds. 

	Contribute to the monthly monitoring process and the production of the statutory accounts ensuring all entries are genuine, identify and challenge any issues or discrepancies and make sure information is received on time, to ensure successful management of the Council’s finances.  


	Meet with RBOs regarding the monitoring process to ensure the accurate forecasting and capturing of all relevant issues and to investigate and resolve variances raised by RBO’s on financial data.


	To provide timely financial information for ad-hoc requests and project work. 


	Provide training and financial advice on a day-to-day basis as required by the service department through considering new legislation, Council reports and accounting practices and report their implications to the client so that processes can be improved in the future 


	Assist in cash management through recharges of actual expenditure and where necessary processing of loan transactions for authorisation by a senior officer. 


	Co-ordinate the production of returns to Government and other bodies, to ensure the Council meets its requirements for providing accurate information. 


	Perform other duties as may be required by the line manager




	Person Specification


	Qualifications:

	Essential
	Desirable

	Association of Accounting Technicians (AAT) Certificate
Level/or similar qualification. 
	

	Knowledge/Experience:

	Essential 
	Desirable 

	Practical knowledge of computerised financial systems.

Knowledge and experience of budget preparation and monitoring.

Experience giving equivalent skills and knowledge of accountancy, minimum 2 years in a relevant field.

	


	Skills:

	Essential
	Desirable

	Good numeracy skills and the ability to analyse complex financial information.

Good communication skills (written and verbal) with ability to obtain, relay and clarify information and experience of working with other departments at all levels.

Ability to manage own time.

Ability to work in a fast changing environment.

Ability to learn new concepts quickly.

	Knowledge of Local Authority finance.




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 


	Works with external Partner organisations as well as with NCC services 

At peak times there may be a requirement to work at the weekend.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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