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Job Profile 
Finance Officer              	Grade:   6			Date created: June 2014 / Updated January 2018
Senior Finance Officer    	Grade:   7
Principal Finance Officer  	Grade:   8
	
About the Job  

To support the provision of a comprehensive financial service, including support of budget preparation, maintenance and closure of accounts, and maintenance of financial systems. To ensure that financial management, accounting and budgetary control/reporting arrangements are working effectively and to assist in providing a financial service to Budget Managers and Budget Holders.



	
This is what we need you to do... 

· Support the production of budgets, closure of accounts, and/or financial systems, in accordance with corporate policy and standards
· Assist in ensuring that sound financial planning, effective allocation/use of resources and budgetary control systems are in place and comply with corporate policy and standards
· Support the preparation of financial information for inclusion in Outturn Reports, Statement of Accounts, statutory returns and grant claims
· Maintain the accuracy of budgets on the council’s main financial system
· Project Support to Finance Business Partners. Assist with various tasks/projects of a financial nature, which may involve modelling and costing.

The additional duties we need you to do at Senior Finance Officer (Grade 7)

· Provide financial management/procedures training/support, and basic training on the use of spreadsheets and the County’s Financial Management System, as necessary, for designated Budget Managers and Budget Holders.
· Liaise with audit on financial matters relating to designated budget areas.
· Assist service managers in the recruitment of service posts with financial responsibilities.

	


· To contribute to the management and success of Strategic Finance and to carry out other duties and responsibilities which may be required by the Strategic Finance Management Team, which may include:

· Contract advice and database administration
· Advice on the payment, shopping and debtor process
· Monitor pensions payments and procedures
· Staff supervision







The additional duties we need you to do at Principal Finance Officer (Grade 8)

· Support sound financial planning, effective allocation/use of resources and budgetary control systems and ensure compliance with corporate policy and standards
· Prepare information and/or analyses for inclusion in a range of returns and reports, including Outturn Reports, Statement of Accounts, statutory returns and grant claims.
· Oversee and contribute to the development of budgets in the Medium Term Financial Strategy and the approved County Council budget
· Work with managers from across the council on financial matters, including projects
· Assist service managers in the recruitment of service posts with financial responsibilities.
Special Conditions

· Progression from a Finance Officer (Grade 6) to Senior Finance Officer (Grade 7) will be dependent on attaining the full AAT or equivalent qualification and a competency assessment undertaken by the solid line manager and a member of FMT 
· Progression from Senior Finance Officer (Grade 7) to Principal Finance Office (Grade 8) will be dependent on a competency assessment undertaken by two members of FMT.




There are also a number of generic requirements that are applicable to all employees within the Council.  There can be found at the following link: 
http://staffnet.gloscc.gov.uk/index.cfm?articleid=8579


Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the Council reserves its right to amend or add to the accountabilities listed above.


	The ideal candidate will have... 

Experience

· Experience of a customer focused environment
· Some relevant experience of financial issues
· Using computerised financial systems and spreadsheets

Additional Experience at Senior Finance Officer (Grade 7)
· Relevant experience of financial issues
· Involvement in final accounts and budgets

Additional Experience at Principal Finance Officer (Grade 8)
· Relevant experience of complex financial issues
· Production of final accounts and budgets
· Using computerised financial systems and spreadsheets to an advanced standard


Knowledge, Skills and Understanding

· Good written / oral communication skills
· Accounting and budgeting 
· Ability to explain financial information
· Ability to communicate and discuss financial issues
· Manage own workload and meeting deadlines
· Managing competing priorities
· Clearly present information

Additional Knowledge, Skills and Understanding at Senior Finance Officer (Grade 7)

· Knowledge of accounting principles
· Ability to communicate and discuss with managers financial issues

Additional Knowledge, Skills and Understanding at Principal Finance Officer (Grade 8)

· Thorough knowledge of accounting principles
· Excellent written / oral communication skills
· Accounting and budgeting in a complex organisation
· Ability to critically evaluate and explain financial information
· Ability to communicate, discuss and negotiate with managers on matters of a financial nature
· Presenting results clearly and concisely

	

Behavioural attributes

· Aligns with Gloucestershire Employee Values and behaviours which are available on our website, the NFCC Code of Ethics and the GFRS Workplace Charter
· Our values are Accountability, Integrity, Empowerment, Respect and Excellence



Education & Qualifications
Essential

· Educational or vocational qualifications equivalent to the attainment of 5 GCSE Grade A-C, to include English and maths

Essential at Finance Officer (Grade 6)
· Part-AAT qualification (or equivalent) and actively pursuing full qualification 
· Demonstrates commitment to training or CPD

Desirable at Finance Officer (Grade 6)
· Full-AAT qualification

Additional Essential Education & Qualifications at Senior Finance Officer (Grade 7) & Principal Finance Officer (Grade 8)
· Full-AAT qualification (or equivalent) 
· Demonstrates commitment to training or CPD

Desirable at Principal Finance Officer (Grade 8)
· Actively pursuing full CCAB qualification






	[image: C:\Users\ltaylorpockett\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\ZLOVZWFN\Equality logos.jpg]We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve all of Gloucestershire’s diverse communities.  Our promise to you is that we will provide an inclusive and supportive working environment that enables you to bring your whole self to work and realise your full potential.
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