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Fenland District Council



JOB DESCRIPTION

	JOB TITLE


	Accountant (2 Year Fixed-Term Contract)

	GRADE


	Band 6/7 (£30,296 - £38,223 (National Pay Award pending)) – entry point to be determined based on qualification held and experience


	TEAM


	Finance

	REPORTING TO

 
	Deputy Chief Accountant 

	RESPONSIBLE FOR


	N/a

	BASED AT


	Fenland Hall but Hybrid Working is encouraged.

	PURPOSE OF THE POST


	To provide accountancy support for a group of Council activities.




PLEASE NOTE:

Fenland District Council is committed to equal opportunities. 

It is the Council’s aim to ensure that no potential job applicant, employee or service user, will receive less favourable treatment on the grounds of sex, age, disability, ethnic origin, religion, sexual orientation or marital status. The Council will also not impose any conditions or requirements, which disproportionately disadvantage any group, which can not be justified in terms of the needs of the job or the service provided.

Fenland District Council operates a no smoking policy.

MAIN DUTIES AND RESPONSIBILITIES

	1
	Main duties and responsibilities

	1.1
	Undertake responsibilities in connection with control of the Council’s financial records, systems, accounts and activities.

	1.2
	In respect of the above, the accountants collectively assume responsibility for the tasks set out below. Individuals within the team can develop their own areas of specialism:

· developing and taking responsibility for detailed estimates of anticipated income and expenditure in the Council’s service areas and monitor performance against these estimates throughout the year;

· maintaining, developing and taking responsibility for the Council’s financial management systems (incorporating the department’s IT systems and paper-based records); 

· providing guidance and expertise to service areas seeking external grant funding and ensuring the Council has effective systems and processes in place to ensure compliance with the financial aspect of all terms and conditions established by grant-paying bodies; 

· ensuring the Council fulfils its statutory and regulatory responsibilities in relation to accurate and timely submission of returns and claims to central government and other relevant organisations, i.e. VAT return to HMRC, returns to DLUHC, HM Treasury, CIPFA, responses to Freedom of Information requests, etc;
· providing relevant, accurate and timely financial information to Corporate Management Team and Management Team to support properly-informed decision-making by senior managers and elected members;
· providing a treasury management function ensuring that all of the necessary systems and processes are in place to ensure and demonstrate full compliance with statutory guidance, the CIPFA Treasury Management Code of Practice and the Council’s financial regulations and treasury management policies; and
· taking a lead role in the production of the Council’s annual statement of accounts preparing assigned elements of the statement of accounts in accordance with relevant guidance and accounting standards and in line with the agreed deadlines.


	1.3
	Promote and contribute to the development of the Council’s ‘One Team’ philosophy and approach to service delivery

	2
	Quality and Equality

	2.1
	To promote quality and equality within the Council and in the provision of its services. 

	3
	Customer Care

	3.1
	To provide excellent customer service to all internal and external customers in line with the Council’s commitment to Customer Service Excellence.

	4
	Other Duties

	4.1
	Comply with all the policies and procedures of the Council (eg Equal Opportunities, Standing Orders, Financial Regulations, Health and Safety).  Copies of these can be found in the Employees Handbook (which will be amended and reissued should there be any changes) and/or from Human Resources. 

	4.2
	To undertake such other work as may be required from time to time by the Service Manager, consistent with the duties and grading of the post.

	This job description is not definite or exhaustive but is provided to give the postholder an indication of the range of activities, duties and responsibilities concerned with the employment.

	Any changes to this job description will only be made following consultation with the post holder.

	Prepared By 

	Received By 


	
	

	Date:
	Date:



	Abbreviations

	E
	Essential selection criteria
	IV
	Interview

	D
	Desirable selection criteria
	T
	Test

	H/A
	How Assessed
	C
	Certificate

	AF
	Application Form
	
	


	
	E
	D
	H/A

	Experience
	
	
	

	Demonstrable previous finance experience in a local authority or comparable environment
	(
	
	AF

	Providing effective services to customers
	(
	
	AF

	Using Agresso (Unit 4) or similar accounting software
	
	(
	AF 

	Completion of Government returns and financial/statistical forms
	
	(
	AF

	Recent responsibility for preparation of service budgets and financial statements
	(
	
	AF

	Skills and abilities
	
	
	

	Develop and maintain effective working relationships with colleagues
	(
	
	AF

	Ability to prioritise work and achieve deadlines and targets
	(
	
	AF

	Effective interpersonal, customer care and communication skills
	(
	
	AF/IV

	Ability to listen, persuade and negotiate
	(
	
	AF/IV

	Use of office-based software, word-processing and spreadsheets
	(
	
	AF

	Analytical, problem solving, adaptable
	(
	
	AF/IV

	Interpret policy, legislation and regulations
	(
	
	AF/IV

	Customer service skills – demonstrable ability to deal responsibly, positively and sensitively to customer needs
	(
	
	AF/IV

	Strong self-motivation and an ability to work with a minimum of supervision to tight deadlines 
	(
	
	AF/IV

	Ability to provide training and instruction to colleagues outside the finance team
	
	(
	AF/IV

	Ability to work co-operatively in a team to achieve prescribed objectives
	(
	
	AF/IV

	Ability to organise workload with discretion, tact and integrity
	(
	
	AF/IV/T

	Behaviours
	
	
	

	Evidence of all level 1 elements of the Council’s core competency framework, i.e.

· Respect and Dignity for all - is open, honest and courteous

· Teamwork and Co-operation - participates as a team member and encourages, enables and supports colleagues

· Effective Communication - communicate effectively with others

· Customer Focus - responds to customer needs
	(
	
	AF

IV

	Knowledge / Education
	
	
	

	Local Government finance regime
	
	(
	AF/IV

	Understanding of relevant CIPFA, Government and National Audit Office guidelines
	
	(
	AF/IV

	Accounting standards and practices
	(
	
	AF/IV/T

	Association of Accounting Technician/or equivalent (minimum of some passes at Level 4)
	(
	
	AF/C

	Understanding of the “One Team” philosophy and approach to service delivery
	(
	
	AF/IV

	Other requirements
	
	
	

	Proof of Right to Work in the UK
	(
	
	AF/C

	Flexible working by arrangement.  
	(
	
	AF/IV

	Demonstrate an understanding of, acceptance and commitment to, the principles underlying equal opportunities
	(
	
	AF/IV


PERSON SPECIFICATION
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