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          JOB DESCRIPTION

	Post Title:


	
	Trainee Accountant


	Grade and Salary Scale:


	
	K / L / M  SCP 34 - 42


	Department and Service:

Responsible To:

Post Ref: 
	
	Finance, Governance & Support 
Finance Business Partner 

G757


Purpose of the Post:


To prepare capital and revenue budgets, budget monitoring forecast and year-end accounts in line with statutory and local deadlines. To ensure compliance with accounting standards and regulations applicable to specific service areas and to provide financial advice and support to service budget holders. To develop and gain experience alongside gaining a recognised accounting qualification in order to fully prepare the post holder for the responsibilities of an accountant position.
Duties and Responsibilities:

1. Liaise with service budget holders and provide support with the calculation of quarterly outturn projections for key service revenue and capital budgets.
2. Coordinate the completion and return of statutory financial and statistical Government returns and to prepare specific notes and statements for inclusion in the Council’s Statement of Accounts as directed by the Chief Accountant.
3. Assist in the preparation of the Council’s Medium Term Financial Plan and to provide financial advice and support to transformation related projects deemed suitable for the post holder’s level of experience.
4. To contribute to the maintenance of good financial practice and compliance with financial regulations, standing orders and Council procedures and to engage with the Council’s Internal and External Auditors as requested.
5. The post holder will be expected to attain a relevant (CCAB) accounting qualification. We provide support and assistance to achieving this required qualification.  

6. The post holder will be expected to undertake any additional duties or responsibilities as may be allocated from time to time by Finance Business Partners and the Head of Financial Planning and Support and to deputise for and support the Finance Business Partners as required.
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.
· You will 
· Demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.

· Respect all confidentialities and principles and practices of the Data Protection Act.

· Comply with Health and Safety policies and legislation.

· Be committed to continuous personal development, including Middlesbrough learns.

· Demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.

· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.
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PERSON SPECIFICATION 

For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion which are marked as Essential / Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
	PASSIONATE about Middlesbrough
· Believe in Middlesbrough

· Be proud to work for the Council

· Have a ‘can do’ attitude




	INTEGRITY at our heart

· To be open, honest and transparent

· Communicate well with others

· Treat others with respect




	CREATIVE in our thinking
· Always look to improve

· Find solutions to problems

· Positive to change




	COLLABORATIVE in our approach

· Engage and consult with others

· Seek feedback from others

· Understand the needs of others




	FOCUSSED on what matters

· Understand the Council’s and my own priorities

· Put the customer first

· Deliver against expectation




	
	Essential


	Desirable



	QUALIFICATIONS: 

	
	

	1. A good general standard of education.

	X
	        

	KNOWLEDGE & EXPERIENCE 

	
	

	2. Experience in Financial Management

	
	X

	3. Local Government Accounting Experience

	
	X

	4. Understanding of service delivery within Local Government

	
	X

	5. Knowledge of Local Government Policy & Procedures
	
	X

	6. Good Communication & Presentation Skills


	X
	

	7. Project Management Skills


	
	X

	8. A good standard of computer literacy

	X
	

	9. A commitment to customer focused service

	X
	

	10. Confident and self-motivated

	X
	

	11. Able to use Microsoft Word, Excel and Powerpoint

	X
	

	12. Commitment to further own personal and professional development

	X
	

	13. Good organizational and time management skills

	X
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