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TITLE OF POST:	GRADUATE TRAINEE ACCOUNTANT 

GRADE:		SCALE 4 TO POE (SCP 8 - 32) 
			GRADE SUBJECT TO EXAM PROGRESSION, EXPERIENCE AND COMPETENCY ASSESSMENT;
			GRADE ALSO SUBJECT TO AN ONGOING JOB EVALUATION EXERCISE 

RESPONSIBLE TO:	FINANCE MANAGER


ROLE PURPOSE:
	
To gain experience across a wide range of finance activities while undertaking professional accountancy training via the Chartered Institute of Finance and Accountancy (CIPFA).
This is a structured career-graded post, supporting development from an entry-level trainee role through to Accountant level. Progression will be linked to successful exam progress, relevant workplace experience, satisfactory performance and demonstration of the required competencies at each stage.
The postholder will initially work under close supervision, undertaking routine financial analysis, reconciliations, budget monitoring support and administrative finance tasks. As professional knowledge, competence and practical experience develop, responsibilities will increase in scope, complexity and accountability, including support for financial reporting, revenue and capital budget management, statutory accounts and returns, treasury management, capital accounting, service reviews, efficiency work and advice to budget holders.
At the later stages of the career grade, the postholder will be expected to operate with greater independence, manage discrete areas of work, provide proactive financial advice, support less experienced colleagues where appropriate, and deputise for senior finance colleagues on defined matters.

SCOPE OF CAREER-GRADED DUTIES

The duties and responsibilities set out below represent the expected scope of the role across the full career grade, up to Accountant level. On appointment, the postholder will undertake duties appropriate to their knowledge, skills, qualification stage and experience. Responsibilities will increase progressively as the postholder demonstrates the required competence, professional development and performance standards.
  








1 ROLE SPECIFIC DUTIES AND RESPONSIBILITIES 

1.1 Lead on allocated elements of the Budget Planning Framework, Annual Budget and Capital Programme, including preparing and reviewing financial models, assessing assumptions, identifying financial pressures, risks and savings opportunities, and contributing to reports, options appraisals and recommendations for senior review.

1.2 Manage allocated areas of revenue and capital budget monitoring and closedown, including preparing and reviewing forecasts, reconciliations, variance analysis, budget monitoring commentary, year-end working papers, audit evidence and information to support the Statement of Accounts.

1.3 Provide proactive financial advice and support to budget holders, managers, project leads and senior colleagues on allocated service areas, projects, service reviews, efficiency work, statutory returns and grant claims, including assessing financial implications, identifying risks and opportunities, and recommending appropriate actions.

1.4 Support the delivery of treasury management, capital accounting and fixed asset responsibilities, including reviewing high-level cash flow and investment information, preparing and reviewing capital financing and accounting entries, maintaining robust supporting records, and contributing to compliance with relevant strategies, policies and statutory requirements.

1.5 Interpret and apply relevant legislation, accounting guidance, government requirements, professional standards and financial regulations, providing clear advice on financial implications, risks and opportunities and ensuring work within allocated areas remains compliant and well controlled.

1.6 Contribute to the development and improvement of financial systems, processes, controls, reporting arrangements and working practices, including identifying opportunities to strengthen financial management, governance, value for money, resilience and service effectiveness.

1.7 Provide day-to-day guidance, support and, where required, supervision of accounting technicians and less experienced finance staff, including reviewing work, supporting development, allocating tasks within agreed priorities, and deputising for senior finance colleagues on defined matters when required.







1.8 Undertake professional, technical, analytical, supervisory and administrative duties appropriate to the postholder’s grade, qualification stage, experience and demonstrated competence, as directed by the Finance Manager or senior colleagues.


2 STANDARD DUTIES AND RESPONSIBILITIES

2.1 To comply with and champion equality, diversity and inclusion as part of a positive contribution to improving our workplace culture and promoting our values, in compliance with all policies, procedures and the law, and to provide challenge where these are not being demonstrated or achieved.

2.2 To comply with all health and safety laws, regulations and policies, taking reasonable care for your own health and safety and that of others.

2.3 To oversee and demonstrate a commitment to the promotion and application of the Service’s safeguarding duties and responsibilities.

2.4 Undertake any administrative or other duties appropriate to the post as may be directed by the Chief Fire Officer from time to time.
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