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JOB DESCRIPTION

	Post Title:                             Accounting Officer                            
	
	        

	Grade and Salary Scale:     I SCP 22 - 24    
 
	
	

	  Directorate and Service:    Finance - Financial Planning and Support 
Responsible To:                  Finance Business Partner     
Post Ref:                              R0001518
	
	


Purpose of the Post:
To support the Finance Business Partners in the preparation of revenue and capital budgets, budget monitoring and year-end accounts for the Council.  To provide financial advice and support to service budget holders.
Duties and Responsibilities:

1. To assist service budget holders in preparing and profiling detailed revenue and capital budgets and monitoring the financial performance for their service areas, including assistance in the preparation of quarterly outturn projections.
2. To assist services with the year-end closure of accounts process, including the preparation of year-end accruals, grant carry forward requests, stock certificates, and claims from reserves and provisions, and to complete financial information for inclusion in the Statement of Accounts as required, together with supporting working papers.

3. Completion of statutory financial Government returns.

4. Monitoring and accounting for grants.

5. To attend meetings with service budget holders and officers from other Council disciplines as required, and to work with and provide financial support to outside bodies, e.g. Health Service/Voluntary Bodies/Private Sector providers etc.  
6. To contribute to the maintenance of good financial practice and compliance with financial regulations, standing orders and Council procedures, and respond to requests for information from the Council’s Internal and External Auditors in a prompt and efficient manner.

7. 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.
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.

PERSON SPECIFICATION

For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion 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.  
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PERSON SPECIFICATION 

	
	Essential

X
	Desirable

X

	QUALIFICATIONS:
 
	
	

	1. Qualified Accounting Technician.

	
	X

	2. Evidence of further professional development.

	
	X

	KNOWLEDGE AND EXPERIENCE:

	
	

	3. Experience in Financial Management.

	X
	

	4. Local Government accounting experience.

	
	X

	5. Understanding of service delivery within Local Government.

	
	X

	6. Good understanding of Local Government accounting regulations.
	
	X

	7. Knowledge of Local Government policy and procedures.

	
	X

	8. Knowledge of monitoring and accounting for grants.

	
	X

	9. Good communications and presentation skills.

	X
	

	10. Project management skills.

	
	X

	11. IT literate in relation to financial management systems.

	X
	

	12. Understanding of the Business World financial system.

	
	X

	13. A commitment to customer focused service.

	X
	

	14. Confident and self-motivated.

	X
	

	15. Able to use Microsoft Excel, Word and PowerPoint.

	X
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