Finance Officer (Post B) Job Description and Person Specification

Devon and Somerset Fire and Rescue Service

Job description

Job title: Finance Officer (Post B)
Grade: Grade 4
Department: Financial Management
Reports to: Senior Finance Manager
Line manager responsibilities: No Line Management Responsibilities
Updated: June 2024

Main purpose of job: 

· Processing and reconciliation of financial transactions and recharges for the Authority

· Assistance in the provision of accountancy services and financial management processes and policies within the organisation. 

· Provision of financial advice to acceptable professional standards.



Main Responsibilities and Duties:


1. To be responsible for monthly reconciliations of payroll transactions, P Card transactions and the Authority’s Pension Schemes, posting payroll corrections and deductions to the Integra system.

2. To provide advice and assist with the training and support to users of the Authority's financial systems as deputy systems administrator.

3. To complete the monthly bank reconciliation, ensuring the bank balance matches the system balances.

4. To administer the P Card transactions and provide help and advice to users.

5. To collate and process internal recharges as appropriate.

6. To identify posting errors and perform correcting journals.

7. To complete government returns for VAT, CIS and attend PS Tax seminars in order to inform the authority.

8. To monitor the mailboxes for the Integra Helpdesk and Finance Department and assist with requests.

9. To administer Aged Debt and distribute reminders, statements as necessary. To provide a monthly report to the Head of Finance.



10. To commensurate to grade of post, as required, undertake other tasks as requested by the Line Manager and any other duties associated with the support function of the Department.

11. To maintain security and confidentiality of information, whether computer based or otherwise, in line with legislation, especially the Data Protection Act and Service policies.

12. To participate in the Personnel Performance & Development Review process to identify training and development needs and to attend training events as directed.

13. To actively promote the Service’s Core Values and comply with Equality and Diversity and all Service policies.

14. To perform tasks in a safe manner in accordance with Health and Safety policies and legislation.

15. To maintain professional knowledge by networking, attending training courses benchmarking performance against other Fire Services and reviewing professional publications.



Core Values of the Service


We are proud to help
We are honest
We are respectful
We are working together

Please follow this link to the Service Core Values Behavioural Framework

Signed acceptance of the core values of the Service and agreement that the job description is a fair and accurate statement of the requirements of the job:-

Job holder:								            Date:

Job holder’s manager:							 Date

Designated senior manager (if applicable)				 Date:


Person specification

Grade: 4
Job title: Finance Officer (Post B)

Key competencies 

Excellent communication, written and numerical skills.
Essential and measured by application, test and interview.

Proven ability to undertake figure work and data manipulation.
Essential and measured by application, test and interview.

Good analytical skills.
Essential and measured by application, test and interview.

.
Ability to work to high level of accuracy and attention to detail.
Essential and measured by application and interview.



Proven ability to work with tact and diplomacy with people at all levels.
Essential and measured by application and interview.



Excellent organizational and planning skills.
Essential and measured by application, test and interview.



Proven ability to prioritise work to ensure timely completion of tasks/meeting required deadlines.
Essential and measured by application, test and interview.



Proven ability to respect and maintain confidentiality.
Essential and measured by application and interview.

.
Proven ability to recognize, develop and apply best practice in a financial setting.
Desirable and measured by application and interview.


Work Experience

Proven experience of monitoring financial performance. 
Essential and measured by application, test and interview.

Proven experience of system administration.
Desirable and measured by application and interview.


Proven experience of reporting financial information.
Essential and measured by application and interview.


Proven experience in undertaking data input and retrieval.
Essential and measured by application, test and interview.

Qualifications and knowledge

In possession of or progressing towards appropriate finance qualification such as AAT or equivalent or relevant experience -To effectively carry out the role this is likely to be at least 3 years in a financial/accounting environment.
Essential and measured by application and interview.

Good working knowledge of MS Office software packages (Outlook, Word, Excel) and other software packages specific to a finance environment.
Essential and measured by application, test and interview.

Personal qualities and attributes

Willingness to undergo Criminal Records Check.
Essential and measured by application and interview.


Ability to manage time effectively and efficiently.
Essential and measured by application and interview.


Professional in Conduct.
Essential and measured by application and interview.


Ability to operate with probity, e.g. awareness and adherences to appropriate legislative regulations relating to financial matters.
Essential and measured by application and interview.


Strong stakeholder ethic.
Essential and measured by application and interview.


A commitment to continuous improvement.
Essential and measured by application and interview.


Ability to work effectively and efficiently both as a member of a team and as an individual.
Essential and measured by application and interview.


Current driving licence and ability to travel to all sites within Devon and Somerset and occasionally beyond these areas (Postholder will be required to undertake a DSFRS Driving Assessment).
Desirable and measured by application and interview.


Factor guides

Supervision/management of people
Level 1 	Little or no supervisory responsibility other than assisting in work familiarisation of peers and new recruits.

Creativity and innovation
Level 2	Work largely regulated by laid down procedures but needing occasional creative skills to deal with routine problems.


Contacts and relationships
Level 3       Issues generally not contentious, but where the outcome may not be straight-forward. Within the Service, the advice or guidance would relate to issues which are less well established. Alternatively outside contacts would involve identifying details of service needs, assessment and initiating action to provide assistance, offering straightforward advice or delivering more comprehensive support and/or care.

Decisions – discretion
Level 2	Work is carried out within clearly defined rules and procedures involving decisions chosen from a range of established alternatives



Decisions – consequences
Level 2	Decisions which have a material effect on the internal operations of the post’s own or other departments or on the individual or the provision of service to the public.

Resources
Level 1	Little or no responsibility for physical or financial resources

Work environment – work demands
Level 2	Work subject to interruption to the programme of tasks but not involving any significant change to the programme.
		
Work environment – physical demands
Level 1	Work requiring normal physical effort.


Work environment – working conditions
Level 1	Work normally performed in a heated, lit and ventilated indoor environment; may be exposed to occasional noise or outside conditions.

Work environment – work context
Level 1	Work involves minimal risk to personal safety of injury, illness or health              problems arising from the environment or the public/clients.

Knowledge and skills
Level 3	Ability to undertake work concerning more involved tasks confined to one function or area of activity, which requires a good standard of practical knowledge and skills in that area of activity.































	
