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Hastings Borough Council
Job Description

Date: January 2025
Job Title

Assistant Finance Business Partner
Directorate

Financial Services
Grade

5
Reports to 

Finance Business Partner
Location

Muriel Matters House, Hastings and hybrid working 
Purpose of the Job

The post holder will provide integral support to the Finance Business Partnering team in delivering a high qualify, effective and professional Finance Business Partnering service to budget managers and council stakeholders. To include the provision of accountancy, budget setting and monitoring and final account services.
Main Responsibilities

· To support the Finance Business Partner in the preparation of annual revenue and capital estimates for services, in consultation with departmental budget managers, in compliance with corporate procedures, timescales and financial regulations. To include the production of the Council’s Budget book and reports to Cabinet and Council.
· Supporting the Finance Business Partner to establish and quantify financial risks and pressures in current and future years and support the production and achievement of PIER reviews. Including future monitoring of the achievement of these savings.
· To support the Finance Business Partner in the production of monthly budget monitoring reports, including supporting budget managers in setting forecasts and writing reports. Including the ongoing process of continuous improvement in developing the budget monitoring approach.

· Assisting the Finance Business Partner to the prompt closing of accounts, in accordance with statutory requirements, accounting standards and good practice. Prepare appropriate information to support the annual Statement of Account and audit. Assist in the production of statements and notes to the accounts.
· Responsible for supporting the identified delegated budgets. Monitor performance against budgets, analysing, investigating and reporting on expenditure variances. Develop relationships with delegated budget holders.
· Contribute to the development of appropriate policies and procedures, ensuring that financial practice is developed and promoted in line with strategic developments, in order to maintain quality standards and best value.
· Support the team in completing financial returns and processes including for example, grant claims, DLUCH/CIPFA programme returns.

· Ensure reconciliation of various control accounts in a timely manner addressing any inconsistencies or mis postings, with relevant sign off of control accounts.
· To ensure audit standards are met within area of responsibility achieving quality and performance expectations, working collaboratively with auditors as required.

· To represent the team in meetings internally and externally and to provide cover for staff when appropriate.
· To provide training and guidance to council officers to upskill individuals to ensure that processes are well understood and followed correctly. 

· Show a commitment to continuous development and improvement, team working and the highest professional standards.
· Ensure effective management of relevant communication hubs such as electronic mailboxes.
· To assist and complete Freedom of Information Act request in the finance team, ensuring they are allocated to the correct officer and respond to accurately and within the 20 days’ time limit. 

· To assist senior managers in achieving high quality, modern and effective financial processes that meet business and customer need, including the development of Unit 4 Business World to improve process and drive efficiencies. 

· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.

· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The key result areas to this post are set out in this job description.  It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Hastings Borough Council
Person Specification

Job Title

Assistant Finance Business Partner
Directorate

Finance Department
Essential Requirements

Qualification

1. AAT qualified and studying towards professional accountancy qualification (ACA/CIMA/ACCA/CIPFA).
Experience

2. Experience of accounts closure, budget setting, and monitoring

3. Experience of local government accounting procedures

4. Experience of using a general ledger system

5. Experience of delivering a customer-oriented service

Knowledge

6. Extensive knowledge of Microsoft Office, in particular of excel spreadsheets and their application

7. Understanding of financial, accounting and budgeting principles in an organisation.

8. Financial accounting procedures

9. Sound working knowledge of computerised financial systems 

Personal Aptitude and Skills

10. Excellent written & verbal skills
11. Excellent literacy & numeracy skills
12. Competent user of common ICT applications, such as Word, Excel, Outlook or equivalents
13. Ability to analyse financial information

14. Organisational skills

15. Ability to use own initiative in understanding and completing complex tasks.

16. Ability to produce clear and concise numerical and written reports, including the ability to simplify and explain complex data

17. Excellent interpersonal and influencing skills

Behavioural Approach

18. Ability to manage constant and conflicting demands, often to meet tight deadlines.

19. A commitment to working as a positive and constructive team member, demonstrating a collaborative and co-operative approach

20. Able to work calmly and effectively under pressure.

21. The ability to adapt to change with flexibility and able to acknowledge and act on feedback about own performance and behaviours 
22. Ability to prioritise own workload

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected. 
Desirable Requirements

Qualification

23. Qualified / Part Qualified Professional CCAB qualification (or equivalent)
Experience

24. Accounting under International Accounting Standards (IAS)

25. Experience in delivering presentations and training

26. Experience of working on projects and change initiatives

27. Use of IT systems to support core back-office functions 

Knowledge

28. Knowledge of business planning and performance

29. Knowledge of Local Authority Accounting SORP Guidance and Code of Practice
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