JOB DESCRIPTION


JOB TITLE:				Assistant Finance Business Partner 	

DIRECTORATE:			Resources

UNIT:					Financial and Business Services

GRADE:				9/8 (career grade)

[bookmark: _GoBack]POST NUMBER:	3054

RESPONSIBLE TO:		 	Senior Finance Business Partner

RESPONSIBLE FOR:		No direct reports

MAIN PURPOSE OF JOB:

To assist in the provision of dedicated financial expertise and advice to all budget holders as required ensuring that information is delivered accurately and promptly. To assist in the preparation of the monthly financial monitoring report. 

MAIN DUTIES:   

To perform the following duties having due regard for the Authority’s Strategic Financial Policy, the legal framework of Local Authorities and in accordance with the Accounting Code of Practice. To create a good working relationship, ensuring regular communication with all other members of staff.

1. To assist in the preparation of the monthly revenue financial monitoring reports identifying major variances and producing accompanying notes for circulation to Members and Officers.  

2. To assist in the provision of technical financial advice to all budget holders and staff.

3. To assist in the preparation and monitoring of revenue budgets in conjunction with individual budget holders and when approved assist in the maintenance of budget profiles on the Financial Information System.

4. To ensure that all transactions for the Authority are processed and allocated correctly, and where errors are identified, amend accordingly.

5. To assist in the production of the annual budget book.

6. To assist in completing statistical returns for CIPFA etc.

7. To cover for the Finance Business Partner and other Accountancy staff during sickness or leave as required.

8. To undertake any other duties commensurate with the grade.

9. To safeguard children, young people and adults at risk and make referrals to the appropriate agency.

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with their grade and capabilities.
These duties will be reviewed on a regular basis together with the post holder and any changes made to reflect the needs of the service will be agreed with the post holder.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Assessment
A - Application
I - Interview
T - Test
D - Documentation

	Qualifications & Training
	AAT qualified or equivalent 

	D
	A,I,D

	Experience

	Demonstrable experience working in a financial services environment

Local government experience

	E


D
	A,I


A,I

	Knowledge

	Knowledge of the financial management including budget setting, budget monitoring and year-end.

Knowledge of financial systems; processes and controls.
	E



D
	A,I



A,I

	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Strives to continuously exceed customers’ expectations
· Assists clients who do not have an accounting background

Outcome Driven
· Assesses and handles risk effectively
· Plans and prioritises to meet statutory and organisational deadlines
· Manages resources effectively to achieve successful outcomes

Organisational Focus
· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
· Uses evidence and best practice to achieve results

Problem Solving & Decision Making
· Takes ownership of problems 
· Demonstrates investigative and analytical skills
· Demonstrates initiative and uses good judgment 
· Identifies potential problems, finds solutions and escalates appropriately


Change & Adaptability
· Takes a positive attitude towards change
· Takes a positive approach to successfully managing change.
	E







E






E








E








E
	I







I






I








I








I




	Skills & Abilities
	Communication
· Liaises effectively with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face
· Negotiates successfully to achieve objectives

Team Working
· Builds effective, supportive working relationships
· Demonstrates a flexible approach to work
· Contributes positively to a team environment
· Willing to learn and assist team members
· Is self-motivated and works with limited day to day supervision

Quality of Work
· Produces high quality written work with good attention to detail
· Demonstrates accuracy, and a systematic and thorough approach to record keeping, document control and filing

IT/Technical Skills
· Uses all Microsoft Office systems to a good standard 
· Quickly grasps the use of specialised computer packages
	E





E








E







E
	I





I








I







I,T

	Other Requirements
	Presents a neat and tidy appearance.
	E
	I



COMPLEXITY AND CREATIVITY

In order to provide a full service to the client, the post holder needs to obtain detailed knowledge of the service and match this knowledge with an interpretation of the financial situation. The post holder must form close working relationships with the senior managers in their designated areas so they may understand their clients’ needs and to provide the solutions, by innovation if necessary, to satisfy requirements.
The post holder must have knowledge and experience of the budgetary life cycle and be able to assist in the management of the Council’s annual budget process from resource planning through to delivery of a balanced budget.

JUDGEMENT AND DECISIONS

The post holder may need to make decisions regarding spending without reference to a higher authority. They will require good powers of persuasion and the ability to prepare reasoned arguments both written and verbal.
The post holder must be able to work well and accurately under pressure and prioritise their work to meet deadlines as errors could lead to misinterpretation of figures with serious consequences.
The post holder will have access to highly sensitive and confidential information and will therefore need to act in a diligent and professional manner at all times to ensure the Council’s interests are not compromised.

CONTACTS (INTERNAL 90% EXTERNAL 10%)
INTERNAL:  Service Heads, Middle Managers, Officers at all levels.

EXTERNAL:	External Auditors, Internal Auditors, Other Local Authorities, including Hertfordshire County Council, Central Government Departments, Other outside agencies, bodies and consultants such as CIPFA.

