


Role Profile


	Finance Assistant 
	Pay Band: 5



	Job Purpose:
	Provide a highly effective service within the Finance Team, focusing on assisting with the budget monitoring process and guidance to colleagues and individuals within the community. 

	What are you expected to do?
	

	· Assist with the preparation of revenue estimates, closure of accounts, statement of accounts, revenue grant claims and returns
· Assist with budget monitoring and liaise with appropriate officers and head teachers in the preparation of revenue and capital projections and trading statements on a monthly basis. 
· Calculate and process payments to private, voluntary and independent establishments.  
· Contribute to the development of appropriate systems and procedures
· Assist with the development of appropriate systems and procedures.
· Undertake specific assignments as directed by the Finance Manager and Finance Officers
· Ensure probity, cost effectiveness and accurate monitoring of the Department’s finances


What do you need to do it?

· Approximately 1 years’ experience of financial management systems and procedures.
· Approximately 1 years’ experience of working in a finance role
· Experience of dealing with enquiries from a range of people

What you need to be successful?

· Ability to apply accurate literacy and numeracy skills to include spelling, grammar, punctuation, percentages and decimals 
· Ability to communicate effectively both orally and in writing with a range of audiences.
· Ability to work under pressure, organise work and plan tasks to meet deadlines
· Able to deal with invoices in accordance with council procedures and carry out relevant audit requirements
· Ability to interpret figures with skill and understanding
· Ability to work to a high degree of accuracy with attention to detail
· Ability to work on own initiative and as part of a team
· IT literate, capable of using MS Word, Excel, other office packages and financial management systems
· Flexibility and willingness to expand knowledge and experience

	

	






June 2024			JE reference: B1624

image1.png
DARLINGTON

Borough Council





