


JOB DESCRIPTION

JOB TITLE:	FINANCE ASSISTANT 			POST NO:	tbc

SERVICE:		FINANCE

GRADE:		3/4

REPORTS TO:	ACCOUNTANCY SERVICES MANAGER

RESPONSIBLE FOR:	 N/A


GENERAL DESCRIPTION OF DUTIES

The post holder will support the delivery of effective financial services by assisting both the Accountancy and Exchequer teams.  They will contribute to core accounting, payment, and financial administration processes, including the management of financial correspondence.  This is a learning and development role, designed to provide the post holder with practical experience and a strong foundation across both service areas. 

SPECIFIC RESPONSIBILITIES

ACCOUNTANCY:

1. To assist with the preparation and maintenance of financial records, working papers, and reconciliations.

2. To support budget monitoring activities, including updating spreadsheets and assisting with variance analysis.

3. To assist with maintaining the general ledger, ensuring transactions are accurately recorded and coded.

4. To support year‑end processes, including preparation of schedules and supporting information for audit.

5. To provide administrative and technical support to Accountants as required.

6. To open scan, and distribute incoming financial post accurately and promptly in line with procedures.

7. To maintain orderly and up‑to‑date electronic folders for financial correspondence and records, ensuring easy retrieval, audit compliance, data quality, and confidentiality.

8. To ensure treasury related documents are scanned and correctly indexed and stored within relevant folders.

9. To handle sensitive and confidential information appropriately, in line with data protection requirements.

10. To assist with the maintenance and updating of the Cashflow Model throughout the year and support the preparation of the annual cashflow model.

EXCHEQUER:

11. To assist the Senior Exchequer Assistant with the processing of supplier invoices and offline payments in accordance with the Council’s recognised procedures and deadlines.

12. To support accounts payable and receivable functions, including invoice validation, coding, and data entry.

13. To respond to routine enquiries from suppliers, internal staff, and customers relating to payments and invoicing.

14. To assist with the maintenance of the Integra Payments system to include the maintenance of supplier records held.

15. To assist with the processing of payment via BACS of supplier invoices, Housing Benefit, Local Taxation refunds and payments to staff working on council elections as required.

16. To assist with the checking of eligibility of suppliers under the Construction Industry Tax Scheme.

OTHER:

17. To ensure all work complies with financial regulations, policies, internal controls, and audit requirements.

18. To support service improvements by identifying opportunities for more efficient administrative and financial processes.

19. To work collaboratively as part of the wider Finance team to meet deadlines and service standards.

20. To undertake training and development activities to build finance and accountancy skills.

21. To provide support for resilience in the Centros Financial Management System processes (Centros).

22. Undertake special projects, ad hoc tasks and any other duties as and when required within the general scope of the post.

23. To carry out any other duties appropriate to the level and purpose of the post.

PERSON SPECIFICATION

	
	ESSENTIAL  
	HIGHLY DESIRABLE

	Educational ability

	A minimum of 4 GCSE’s (minimum grade c) or equivalent. 

	10 GCSE’s or equivalent.

	Knowledge 

	General Local Government awareness. 

	

	Skills
	Ability to build effective relationships with all levels including senior managers and partner organisations, creating trust and confidence; able to influence positively the social, economic and political environment in support of agreed strategy and plans.
   
Computer literate including experience of using Microsoft Office.

	Experience of using financial systems.

	Experience





	
 
	Experience working in a Finance environment.

Experience of working with and interrogating Financial Systems.

Experience of working with staff at varying levels of seniority within an organisation.

 

	Personal skills



	Good interpersonal skills.

Flexible and resilient approach to work.
	Capacity to learn and apply new skills, to continuously improve and evolve financial processes.

	Attitude





	Positive attitude to achieving targets and deadlines.

Demonstrates a ‘can-do’ approach to work.

Able to work as part of a team.
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