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	JOB DESCRIPTION


	


	Job Title:     Finance Officer (x2 posts)
                   	 
	Salary:  Scale 6 (SCP 20-24) £33,673 – £36,581 gross pro rata per annum      
	

	Directorate: Corporate Services and Finance

Department:  Finance

Location: Cookstown Council Offices
(May be required to work at other council locations to meet the needs of the service)

Duration:  Temporary until 31 March 2028 with possibility of extension or establishment             

	Reports to: Lead Finance Officer  

Hours:  
Post 1: 37 hours per week (5 days per week) commencing April 2027
Post 2: 29.6 hours per week (4 days per week)
commencing January 2027
May be required to work evenings/weekends. 
Flexitime scheme applies.



	


The Council may retain a list of reserve candidates arising from this recruitment campaign, for any vacancies which may arise which are the same or similar and are of an equal grade of pay. This list will be valid for 12 months. ‘Another similar vacancy’ is defined as a post with a similar job description and person specification and on the same salary scale, which may be in a different department or duration to the vacancy initially advertised. Another similar vacancy does not include posts where the similarity relates solely to the salary scale.

Purpose and Function of Post
· To provide effective and efficient day to day administration of finance functions, to include creditors, payroll, income receivable and financial records.

· To provide support and assistance within the Council’s Finance team for the delivery of an exemplary system of financial management throughout Council. 

Principal Duties and Tasks Performed: 
Financial and management accounting and reporting
1. To assist with the collation, analysis, interpretation, and calculation of financial, management and other information to appropriate standards and within relevant timescales.

2. To assist with the  development and adoption of appropriate accounting, financial systems, business continuity arrangements and other policies relevant to financial accounting matters having regard to relevant guidance.  

3. To assist with the correspondence and engagement with stakeholders, internal and external,  relevant to the financial accounting and reporting function, e.g. local government audit and the Department for Communities.
	
4. To assist with the management and reporting of revenue and capital budgets including those intended to finance functions transferred from other public bodies.

5. To assist with the recording, processing and reporting of capital transactions including the maintenance of such capital asset registers as may be controlled by the Finance department and the support of other departments as necessary in the maintenance of other asset registers. 

Transactional functions and systems including associated reconciliations

6. Responsible for providing an effective and efficient service relating to transactional functions and systems including associated reconciliation in the following areas, ensuring processes for each function are completed within timeframes, in accordance with agreed procedures, whilst carrying out all necessary checks, using the appropriate systems.   The postholder will be required to rotate across the various functions using a planned rotational schedule, to ensure they can carry out the full range of duties for each area, thus enhancing the effective and efficient operations of the department.

· Creditors – to include processing, validating and payment of supplier invoices whilst maintaining all other associated internal controls and operating within established deadlines.

· Payroll - administration of the payroll function and associated expenses including processing, validating, payment in accordance with legislative, statutory, regulatory requirements and Council procedures.

· Income - administration of the income receivable function including, generating invoices, processing of receipts and debtor management.

· Financial Records- The day-to-day administration of Council’s financial records associated with the management and control of Council’s assets and liabilities, including bank and cash and fixed assets.  

General
7. To assist with staff inductions, work placement students, and training and development programmes in accordance with council policy and procedures.

8. Act as a first point of contact and provide advice and guidance in relation to finance departmental related queries.

9. Monitoring the designated finance mail account and incoming post for the department.

10. To comply with employees’ responsibility in relation to all records held as part of the Council’s business, in accordance with the Freedom of Information Act 2000, the Environment Regulations 2004 and the Data Protection Act 1998 etc.

11. To assist with the development, implementation and operation of an effective system of internal control with both the Finance department and the Council generally.

12. To prepare such reports as may be required in relation to financial matters for presentation to senior management, Council and other stakeholders.

13. To implement internal and external audit recommendations to ensure continuous improvement in accordance with good accounting practice.

14. Comply with Mid Ulster District Council’s Health and Safety Policy and Codes of Practice and adhere to all equal opportunities policies and promote a positive approach to equality and diversity within the workplace.  Act in accordance with the Code of Conduct for Local Government Employees.


Please note:  This job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change and evolve over time.  The post holder will be required to carry out any other duties up to and including the grade for the position offered as necessary to fulfil the purpose and function of the post.
The post will be subject to a Basic ACCESS (NI) check for successful candidates in accordance with Access NI Code of Practice. 


Person Specification
Essential Criteria
It is essential that applicants must at the closing date for receipt of applications:
1. Possess the right to work in Northern Ireland at the time of application.

2. Applicants must have a third level qualification* 

3. Applicants must provide specific and personal examples of having a minimum 1-year finance or payroll experience in the following areas:
a) Using computerised finance package(s)
b) Preparing and processing financial information or processing payroll
c) Preparing financial reports
d) Proficiency in the use of I.T. systems, including a working knowledge of Microsoft Word, Excel and Outlook.
e) Dealing with members of the public and responding to enquiries from a diverse range of stakeholders.

*In the absence of a third level qualification Applicants must have a minimum 5 GCSE’s (Grades A-C) or equivalent including English Language and a numeracy-based subject; and 3 years’ experience working in a finance related discipline.


2.	Competencies
In accordance with the Competency Framework for Local Government1 applicants for this post must demonstrate the following competencies at operational level:
2.1 Managing Yourself	
Managing Our Own Work: - Plans, structures and prioritises own work to achieve optimum results

Communicating with Impact:  Presents a positive image by communicating effectively, being resilient and treating people fairly.

2.3	Working with Others
Meeting Customer Needs: - Establishes the needs of customers and strives to ensure that these are met.

2.4	Moving Forward
Problem Solving & Decision Making – Gathers information from a range of sources. Analyses information to identify problems and issues.  Makes effective decisions and recommendations based on resolution agreement within an environment of trust, mutual respect and co-operation.
Continuously Improving Services - Seeks to continually improve the services and processes that impact on users.
________________________                                                                                        
1 Further details on these competencies and their associated positive indicators can be found in the Competency Framework for Local Government at  http://www.lgsc.org.uk/fs/doc/publications/competency-framework-for-local-government.pdf
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