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	Job Title
	Accountancy Assistant
	Post Number
	F1134

	Career Grade
	5
	Service Area
	Financial Services

	Special Conditions 
	
	Additional Benefits

	Casual Car User

	Authorised by
	Deputy Chief Executive
	Date
	September 2026



Job Purpose
	The purpose of this role within the Council is:
	To support the Principal Accountant and Finance Business Partners in the management of revenue budgets.


	Responsible for demonstrating commitment to working in line with the Councils' values

	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	F210 Principal Accountant 

	The postholder manages \supervises:
	None





	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	1
	Provide financial support leading to the production of the revenue budgets.

	2
	Work with the Principal Accountant and Finance Business Partners to provide budget monitoring information. Act as the primary resource within the team for journal input and calculation of recharges.

	3
	Assist with the production of final accounts. Act as the primary resource within the team for end of year journal input including accruals.

	4
	Raise requisitions and purchase orders on the Council’s financial information system and arrange for the payment of invoices as necessary.

	5
	Ensure that orders and invoices are properly processed.

	6
	Under the supervision of the Principal Accountant, provide support to the payment and collection process by entering daily submissions to be sent to BACS Payment Services.

	7
	Under the supervision of the Principal Accountant, provide Treasury Management support as required.

	8
	To carry out individual assignments as directed by the Deputy Chief Executive and/or Head of Financial Services.

	9
	To ensure that all relevant customer requests relating to services under the postholders control are dealt with in a courteous and efficient manner.






NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential 
	Desirable

	5 GCSE’s to include English and Mathematics at grade A – C (or equivalent).

	E
	



	Experience

	Essential 

	Desirable

	At least 1 years’ experience in a finance role. 
	E
	

	Experience of final accounts and budgets with supervision.
	E
	

	Local authority or public sector finance experience.
	
	D



	Skills Required

	Essential for grade

	Desirable

	Experience of using Window’s based packages including Excel
	E
	

	Excellent Communication Skills
	E
	

	Accuracy and attention to detail
	E
	

	Ability to plan, prioritise and organise own workload to meet required deadlines
	E
	

	Ability to work under pressure and undertake a number of different tasks at the same time
	E
	




	Behaviours
	Essential 

	Desirable

	Creative approach to problem solving
	E
	

	Flexible
	E
	

	Team player
	E
	

	Logical
	E
	

	Self-motivated
	E
	





Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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