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Job Description 
	Job Title
	Graduate Finance Officer

	Grade
	Band G 

	Reporting To
	
Senior Finance Manager

	JD Ref
	BUS0267G


	 
Purpose

To provide a unique opportunity to launch a career in public sector finance. Over a structured three-to-four-year programme, hands-on experience will be provided across key areas of local government finance while studying towards the CIPFA Level 7 Apprenticeship to become a qualified Public Sector Chartered Accountant. Contribute to the effective financial management of public resources and play a vital role in supporting strategic decision-making across the Council.

Development of key professional behaviours such as leadership, collaboration, strategic decision-making, results orientation, adaptability, and political awareness.  Exposure to all levels of the organisation, working closely with Directors and Senior Managers to support and influence the Council’s financial strategies and objectives—making a real impact on the stewardship of public resources.

Main Duties And Responsibilities

Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
· Through leaning and experience you will inspire confidence and trust in financial support and decision-making.
· Maintain high standards of ethical conduct and professional integrity.

Communication and Engagement
· Provide financial advice and support to budget holders and senior managers.
· Prepare and present financial reports and briefings tailored to a range of audiences.
· Support the development of business cases and savings proposals.
· Build strong working relationships with colleagues, senior leaders, and external partners.
· Participate in professional networks and graduate forums to share learning and best practices.
· Contribute to a culture of continuous improvement and innovation.

Data Analysis and Decision-Making: 
· Participate in structured placements across core finance functions including financial planning, budget monitoring, financial reporting, capital monitoring, treasury management, audit and pensions and pensions.
· Complete the CIPFA Level 7 Apprenticeship, supported by on-the-job learning and mentoring.
· Develop key professional behaviours such as leadership, collaboration, and results orientation.
· Assist in the preparation and monitoring of revenue and capital budgets.
· Support the annual closure of accounts in line with CIPFA and IFRS standards.
· Contribute to financial forecasting, data modelling, and variance analysis.
· Gain experience in setting meetings, agenda, minutes, writing briefing papers and reports for committees.

Governance and Compliance
· Ensure compliance with financial regulations, corporate policies, and statutory requirements.
· Assist in internal audits, counter fraud detection and prevention, grant claims, and financial returns.
· Maintain accurate financial records and support treasury and VAT functions.

[bookmark: _Hlk142571170]Other: 
· Gain experience in setting meetings, agenda, minutes, writing briefing papers and reports for committees.
· Ensuring committee papers and associated papers are complete.
· Any other duties commensurate with the grade. 

[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills

Qualifications
Essential Criteria:

· A minimum of a 2:2 degree.
· Commitment to completing CIPFA Level 7 Apprenticeship qualification.

Desirable Criteria:

· Degree in Accountancy, Finance or Business related subjects
· To continue to learn by undertaking necessary training to obtain the necessary skills and knowledge for the role.
Knowledge & Skills
Essential Criteria:
· Excellent numeracy skills and attention to detail.
· Ability to analyse and interpret data.
· Excellent communication skills, both oral and written, particularly the ability to explain complex financial issues to managers with a non-finance background.
· Understanding customer requirements and matters affecting the provision of their service including problem solving and supporting decision making.

Desirable criteria: 
· Contribute to a Team working environment.
· Able to react quickly and respond to changing work priorities.

Experience
Essential Criteria:
· Knowledge of IT software packages e.g. Microsoft Office Excel, Word, Power BI, Powerpoint and Outlook.

Desirable Criteria: 
· Experience in working within a finance office or business support/admin role.

Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Work with VDUs (Video Display Unit) (>5hrs per week)

Approved By: Di Grisdale, Head of Finance - Corporate
Date Of Approval: 18/06/2025
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