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GOSPORT BOROUGH COUNCIL

FINANCIAL SERVICES

JOB DESCRIPTION

	POST TITLE:
	Head of  Finance

	
	

	POST NUMBER:
	FS5

	
	

	GRADE:
	14

	
	

	QUALIFICATION REQUIREMENTS:
	Member of a CCAB (and able to demonstrate professional updating)

	
	

	RESPONSIBLE TO:
	Borough Treasurer (Section 151 Officer)

	
	

	RESPONSIBLE FOR:
	Staff of Finance Section (11 team members)

	
	

	HOURS OF WORK:
	37 hours per week, normally Monday to Friday, in accordance with scheme of flexible working hours.  Requirement to work outside office hours from time to time for attendance at meetings and during peak times.

	
	

	OVERALL OBJECTIVE:
	To provide a professional Financial Management and Accountancy function to enable the Organisation to operate effectively and be accountable for the public funds it administers. To uphold and enhance the capability and reputation of the Council with all of its stakeholders.


	SPECIAL CONDITIONS:
	The post is politically restricted (Local Government and Housing Act 1989, Local Government Officers (Political Restrictions) Regulations).

	
	

	PRINCIPAL ACTIVITIES:
	KEY TASKS

	
	

	MANAGEMENT:


	To manage the performance of the Finance Section in accordance with professional standards.

To manage the Finance budget.

To positively contribute towards the Corporate Management of the organisation, taking part in corporate groups and forums. 

To help ensure that the Council has effective arrangements to provide business continuity in the event of an emergency or disaster.

Ensure that your business continuity plan is maintained and updated accordingly.

Keep staff informed on all relevant aspects of the business continuity plan. 

	
	

	STAFFING AND TRAINING:
	To recruit and select staff with the necessary knowledge, skills and personal attributes to provide a professional, high quality accountancy and financial management function to the Council.

To support and develop the team including carrying out regular performance development reviews and implementing associated training programmes.

To deal with disciplinary and grievance matters in accordance with the Council’s procedures.

	
	


	FINANCIAL MANAGEMENT:
	To undertake the Deputy S.151 Officer role.

To provide expert financial advice to the Corporate Management Team, Council Boards and Committees.

To prepare the Council's medium term financial forecasts and strategy.
To co-ordinate the preparation of the annual budget including the calculation of local tax levels.

To conduct financial appraisal/costing exercises in support of capital and economic investment business cases and decisions.

To oversee the preparation, maintenance and proper administration of the Council's financial statements and budgets.

To ensure the timely preparation, verification and publication of the annual Financial Statement of Accounts.

To oversee and develop the Council's core financial processes and information systems to achieve effective financial administration and management.

To ensure that all statutory and other relevant financial returns are completed.

To manage the corporate quarterly financial reporting process, providing recommendations and advice as necessary.

To ensure that procedures and controls are in place for the prompt claiming of exchequer and other grants.

	
	

	
	To administer the Treasury Management function in accordance with the Council’s policy.

To administer and review the Council’s banking arrangements ensuring adequate controls are in force.

To administer and maintain the Council’s debtors and creditors functions.

	
	

	
	To ensure the provision of timely financial information, advice, guidance and support to Service Unit Managers.

To conduct financial awareness training for Business Units.

To provide technical support to the Section 151 Officer as required.

	
	

	RELATIONSHIPS:
	To maintain and develop constructive working relationships in order to promote efficient and effective use of resources within the authority.

To work closely with both internal and external audit to help achieve sound financial management systems.  

To provide, in consultation with the Borough Treasurer, information requested by the Press and Public Relations Unit in response to press enquiries of a financial nature.

To actively assist in increasing the Council’s resource base by supporting officers of other units with bids and claims for external funding.

	
	

	PERFORMANCE MONITORING:
	To supply performance information as required.


	
	

	OTHER:
	To undertake any other projects or duties appropriate to the post and grade as may be directed by the Section 151 Officer.

	
	

	HEALTH & SAFETY/EQUAL OPPORTUNITIES/

SAFEGUARDING:
	To comply, and ensure compliance with, current regulations, accepted professional standards, the council's policies and procedures and appropriate legislation (including legislation on equalities, health and safety and safeguarding children/vulnerable adults)


The particular duties and responsibilities attached to posts are, of necessity, in many cases difficult to define precisely and may vary from time to time without changing the general character of the duties or the level of responsibility of the post.

GOSPORT BOROUGH COUNCIL 

PERSON SPECIFICATION
POST:  HEAD OF ACCOUNTANCY
	
	ESSENTIAL 
	DESIRABLE
	HOW ASSESSED

(Application form, interview, test, references)

	ATTAINMENTS, KNOWLEDGE & QUALIFICATIONS
	Full CCAB qualification.

Knowledge of modern 

accounting techniques; in particular of investment appraisal techniques for capital and economic projects.
Awareness of current Local Government Financial issues.

Evidence of Professional Updating


	CIPFA qualification.

Working knowledge of Housing Revenue Account (HRA) and Capital Accounting.
	Application form, certificate.

Application form, interview.

Application form, interview

	EXPERIENCE & CAPABILITIES
	Preparation of complex budgets and medium term forecasts and development of both financial and corporate strategy
Experience of staff management and team building
Appraisal and evaluation of the financial and non-financial implications of projects and proposals using accounting techniques 

Computer literate – with a high standard of spreadsheet skills and be proficient in the use of Excel, Outlook and Word, etc. plus the ability to use financial information systems
Build and maintain good relationships and communicate effectively with key decision makers e.g. councillors and staff, and senior officers.
Organisational and prioritisation skills

Interpersonal skills.

Report writing skills.


	Experience in a public sector accounting environment.

Experience of implementing new financial systems.

Project management skills

Negotiation skills.
	Application form, interview, references.

	CHARACTER & DISPOSITION
	Integrity

Personable

Confident

Committed

Open minded

Willing
Common sense approach

Flexible

Persuasive

Tactful

Motivated


	
	Interview.

References.
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