Gravesham Borough Council 

	Directorate:
	Corporate Services

	
	

	Department:
	Financial Services

	
	

	Post Title:
	Principal Accountant (General Fund)

	
	

	Grade:
	POD/POE

	
	

	Hours
	37 hours per week

	
	

	Responsible to:
	Assistant Director (Corporate Services)




Job Description

This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes.

Job summary

Reporting to the Assistant Director (Corporate Services), the postholder will be responsible for the provision of an effective and efficient customer-focused accountancy function relating to the council’s General Fund Services, including both revenue services and capital accounts.  The post holder will also be responsible for  delivering timely financial advice to budget managers, with a focus on the key financial processes of budgeting, monitoring, preparation of final accounts and medium term financial planning.


Main responsibilities 

1. Management Accounting

1.1. To prepare the General Fund revenue and capital estimates of the council, including the setting of Council Tax.

1.2. To co-ordinate the monthly process for preparing budget monitoring information for budget managers and Management Team. 

1.3. To provide financial advice and information to Senior Managers and budget holders on all aspects of the finances of the council’s services, offering advice on complex issues and conducting financial modelling where requested.

1.4. To assess the financial and other implications of draft reports prepared by other departmental officers, reporting comments to relevant senior officers.

1.5. To oversee monthly meetings with budget managers undertaken by other team members, ensuring challenge to forecasts and variances in accordance with the Council’s budget monitoring framework.

1.6. To co-ordinate and prepare quarterly budget monitoring reports to Members.

1.7. To oversee the monitoring and calculation of allocations of costs to be recharged across council services as appropriate and between the General Fund and Housing Revenue Account.

1.8. To ensure the performance of regular reconciliations of key areas of financial activity.


2. Final Accounts 

2.1. To lead the final accounts process and preparation of the Annual Statement of Accounts for General Fund Services, in accordance with the annual timetable.

2.2. To keep abreast of technical accounting requirements, ensuring that accounting policies are maintained and the Statement of Accounts is prepared in accordance with proper accounting practice.

2.3. To prepare the year-end Council Tax, Business Rates and balance sheet accounts as required and their associated entries in the Annual Statement of Accounts.

2.4. To act as the key point of contact for external audit.

 
3. Medium Term Financial Planning

3.1. In liaison with the Director (Corporate Services) , Assistant Director (Corporate Services) and with assistance from other members of General Fund Accounting Team, to maintain the council’s General Fund Medium Term Financial Plan.


4. Financial Accounting Support

4.1. To promote best financial practice and compliance with the relevant accounting, statutory, external grant funding and Gravesham Borough Council financial regulations and procedures, including those for external reporting, medium term financial planning and the sound financial governance of public funds.

4.2. To promote the Council’s financial accounting systems and contribute to the training of system users and development of system capabilities.

4.3. To interpret legislation, consultation documents and other publications and reports for dissemination of key messages to Senior Officers and Members of the council as required.

4.4. To undertake financial research as required to inform the development of strategies, work programmes and business cases to help deliver the Council’s financial plans and strategies and facilitate decision-making. 

4.5. To act as the main point of contact for the identification and interpretation of changes to proper accounting practice.

4.6. To oversee the maintenance of the council’s asset registers, and the calculation and posting of asset accounting entries required at the end of each financial year.

4.7. To prepare and submit claims and statistical returns by the Council as required.

	


5. Management Responsibilities

5.1. To provide day to day supervision and management of the General Fund Accounting Team, including the performance management of team members.


6. Other Duties

6.1. To deputise for the Assistant Director (Corporate Services) when required.

6.2. To attend as necessary, relevant meetings, both internal and external, as a representative for Financial Services.

6.3. To attend technical forums as and when required to ensure continuous development and maintain up to date technical knowledge.

6.4. To contribute to the ongoing development of the processes used and services offered to the Council by Financial Services.

6.5. To contribute to the corporate working groups and service review processes of the council as directed by the Assistant Director (Corporate Services).

6.6. To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

6.7. To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

6.8. A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

6.9. The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

6.10. The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation

6.11. The post holder will comply with Statute and Council Policy in all respects.

6.12. An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the authority.

6.13. A commitment to excellent customer service and the values of the Council.
GRAVESHAM BOROUGH COUNCIL - PERSON SPECIFICATION

	
POST:  Principal Accountant (General Fund)
	
POST No.         G115



	Characteristic
	Specification

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)
	
Computer literate with working knowledge of Microsoft Excel, Word and Outlook.

Ability to interpret, apply and explain technical policies procedures, guidance and legislation, such as SORP, BVACOP.

Strong communication skills both written and verbal.

Ability to present complex data in an understandable manner.

Strong technical and problem solving skills.

Good interpersonal skills.

Good organisational skills.

	
-


	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	
Good all round knowledge of Local Government operations and Local Government Accounting practice, specifically relating to the production of the statutory Statement of Accounts.

	
In depth knowledge of Local Government finance in respect of Capital/Asset accounting and Collection Fund accounting.

Knowledge of business process review techniques.


	QUALIFICATION TRAINING
(Educational/vocational qualifications and other training)
Verification will be required

	
Must be a qualified member of CIPFA or CCAB qualified
	
-

	EXPERIENCE
(Level and type of previous experience)
	
Significant experience of working with and interrogating financial systems.

Experience of working within a local government finance environment.

Demonstrated experience of compiling and presenting financial reports to Senior Managers and other stakeholders.

Proven experience of managing staff to achieve goals and objectives.

	
Experience of working with Civica Financials.

Experience of working at a senior level since qualification.

Experience of involvement in strategic service delivery reviews.








	Characteristic
	Specification

	
	ESSENTIAL
	DESIRABLE

	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	
Customer-focused outlook

Enthusiastic.

Confident/positive attitude.

Logical thinking.

Self Motivated.

Able to work under pressure and to tight deadlines.

Innovative.

Proven management capabilities.

	
--


	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)
	
Attendance at evening meetings will be required.
	
--




