SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION


Department:	Children's Services				Section:	Administration

Job Title:	Finance Assistant				Grade:	E

JE No:	A4387						Post No:	09170



Responsible to:	Business Support Officer

Responsible for:	N/A



JOB PURPOSE:

· Assist in the provision of an efficient and effective clerical, administrative and financial support service to the department under the direction/instruction of senior staff.


MAIN DUTIES:

1. Understanding of the Departments financial duties as defined in current and future Children with Disabilities and Children Act legislation, and how this is applies to financial payments made by the Children’s Service.  
2. Process payments manually or by the use of the Councils electronic Payment systems (Agresso and ContrOCC). 
3. Ensure that all requests for payment have been calculated correctly and regular on-going payments are not duplicated.
4. Maintain accurate and up to date Budget Records (manual and computerised) and provide regular statistical and management information as and when required.  
5. Ensure that all budget records in relation to CWD are properly kept, financial transactions carried out correctly and budget reports are readily available.

6. Ensure that all client case files are opened and maintained in accordance with departmental policy and are kept up to date.

7. Ensure that all appropriate client information is included in the computerised database.

8. Undertake word processing and other ICT based tasks including the production of letters, reports, schedules, uploading information and data inputting onto children's records etc.

9. Maintain manual and computerised records and/or management information
systems.

10.  Provide clerical support, e.g. reprographics, photocopying, filing, emailing,   faxing and completing routine forms.

11.  Operate office equipment e.g. computer, photocopier etc. in accordance with
 manufacturer's instructions.

12.  Be aware of and comply with policies and procedures including health and safety confidentiality and data protection, reporting all concerns to an appropriate person.

13.  Contribute to the aims and development of the service.

14.  Work as part of a team, appreciating and supporting the role of other people in   the team.

15. Take notes in meetings as required.

16.  Attend and participate in meetings as required.

17.  Participate in all mandatory training and any other appropriate training and developmental activities as identified by the Business Support Manager or Senior Management Team. 
18. Undertake any other duties as directed from time to time, to meet the exigencies of the service. 
19. Ensure that all information relating to children and young people is recorded accurately, kept up-to-date and only divulged in accordance with the Data Protection Act 1998 (need to check most recent date), and that all-financial information (manual and computerised) is secure as per the Councils Data Compliance Policy (is there a date) and the local government common law duty of confidentiality.  Failure to apply these duties can lead to the individual or the Department facing court proceedings.  


Note This is not a comprehensive list of all tasks which may be required of the postholder.  It is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade.


ORGANISATION CHART:
Head of Service


Service Manager


Business Support Officer


Finance Assistant*


Business Support Assistant

* This Post

GENERAL:

The post holder must ensure that confidentiality of all information is maintained and that working practices comply with the provision of the Data Protection Act 1998 and General Data Protection Regulations (May 2018).

The post is customer-facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

All employees are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.


Prepared by:
Name:		Jane Rannard
Designation:	Business Support Officer
Date:			October 2021



PERSON SPECIFICATION
Children’s Social Care - Finance Officer – Grade E
	PERSONAL ATTRIBUTES REQUIRED
(on the basis of job outline)

	Essential or Desirable

	Experience
1. Demonstrable skills and experience in the use of information technology and software. 
2. Experience of effective communication with work colleagues and service providers, verbally and written.
3. Experience of working as part of team.
4. Previous experience of maintaining financial records and systems - manual and computerised. 
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	Knowledge/Skills/Abilities

1. A working knowledge and understanding of the Authorities Financial Regulations and Accounting Instructions e.g. the Councils Financial Regulations, CWD Financial Protocol, Benefit payments, other agreed allowance/payments set by the Children’s Service.
2. Proficient and demonstrable skills in literacy and numeracy.
3. Effective analytical and problem-solving skills to ensure information is interpreted accurately. 
4. Working knowledge of a range of computer packages to include, electronic finance systems, databases, word processing and spreadsheets.
5. Demonstrable Organisational Skills.
6. Ability to prioritise own workload.
7. Ability to achieve tasks and meet deadlines.
8. Excellent communication skills – Verbal and written.
9. Clear understanding of the Data Protection Act and the Councils Data Compliance policy.
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	Other
1. Ability to work effectively in a team setting.
2. Good motivation skills.
3. Ability to work under pressure.
4. Flexible approach to a work setting. 
5. Focused and committed approach .
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