




	JOB DESCRIPTION
JOB SPECIFICATION

JOB TITLE:	Finance Business Partner

DIRECTORATE:	Resources 

UNIT:	Finance & Business Services

GRADE:	7/6 (Career Grade)

POST:	3053

RESPONSIBLE TO:	Senior Finance Business Partner

RESPONSIBLE FOR:	Assistant Business Partner 
	Finance Assistant 

MAIN PURPOSE OF JOB:

To fully support and assist the Senior Finance Business Partner in the delivery of an efficient and effective financial support function to the organisation.

To be responsible for the delivery of both operational and strategic financial support, including budgeting, budget monitoring, and year-end, general accounting services and financial support and advice across all service areas.

To assist the Senior Finance Business Partner with the annual budget process from resource planning through to delivery of a balanced budget for approval by the full Council within the statutory requirements.


Provide financial advice to Council Members and Officers at all levels on an extensive range of financial issues, ensuring that information is delivered accurately and promptly.

To be fully responsible for the day-to-day management of the Assistant Business Partner & Finance Assistant.


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. Provide financial support services and liaise with budget holders on a regular basis; supporting the annual financial cycle for the organisation (budget setting, preparation and production of the Council’s budget book, budgetary control monitoring, and closing of the accounts) and provide advice on cost effective service delivery. 

2. To work closely with budget holders and the Senior Finance Business in the preparation of the monthly revenue financial monitoring reports, identifying major variances and producing accompanying notes for circulation to Members and Officers.  

3. To assist the Senior Finance Business Partner with the implementation of a comprehensive programme of financial monitoring and reporting that enables budget holders to take responsibility for effective budget monitoring and planning at both a strategic and operational level on all aspects of the use of financial resources (revenue and capital) whilst also providing a suitable financial challenge environment.

4. To deputise for the Senior Finance Business Partner in their absence and cover for other accountancy staff during sickness or leave as required.

5. Day to day management, including the delegation of tasks and overseeing the work and training of the Assistant Business Partner and Finance Assistant. Conduct regular performance reviews, including the setting of objectives in conjunction with the Senior Business Partner.

6. To deliver and monitor a suitable work programme for the Assistant Business Partner that both ensures they are an effective member of the finance team as well as enabling them to gain the appropriate experience to support their career grade progression and qualification.

7. To assist with the development of systems and processes to streamline financial management and improve the quality and consistency of financial reporting, support and advice such as the automation of management information systems to improve efficiency. To maintain and update the Finance budgeting module - Collaborative Planning (CP) and provide training to budget holders and other staff as required.

8. To identify long-term service pressures and developments and build into a budget strategy and a wider business planning process. 

9. To ensure the organisation maximises its income though application and management of grants.

10. The preparation of government statistical and financial returns to meet specified deadlines including assisting with the Quarterly Revenue Outturn return and annual Revenue Actual return.

11. To undertake administration duties for Council’s treasury management ensuring user information, access and permissions are up to date and accurate. 

12. To provide cover as and when required for the Council’s daily treasury management [team], managing day to day cash flow, arranging loans and investments and making day to day decisions on investments as required in the absence of the treasury officer.

13. To provide financial representative on project teams as delegated by the Senior Finance Business Partner, providing financial advice as part of the project.

14. To safeguard children, young people and adults at risk and make referrals to the appropriate agency. To train and supervise staff to enable them to respond to the safeguarding needs of service users.


NOTES

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 with the post holder on a regular basis. The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.




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

	Qualifications & Training
	Qualified Accountant or Part Qualified with commensurate experience

	E
	A, I, D

	Experience

	Significant accountancy experience working within a financial environment.

Local authority finance

Budgeting, monitoring, including suitable challenge of budget holders and managing variances to budget. 

	E


D

D


	A, I, D


I, A

I



	Knowledge

	Knowledge of the budgetary lifecycle

Knowledge of Political and Democratic context in which the Council operates

Understanding of the financial regulations and guidance that provide the overall governance framework for Local Authorities and extensive knowledge of the financial control environment

	E

D


D

	A, I

A, I


A, I

	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Strives to continuously exceed customers’ expectations

Outcome Driven
· Assesses and handles risk effectively
· Plans and prioritises to meet statutory and organisational deadlines
· Effectively manages resources to achieve results

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 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
· Encourages others to embrace and contribute to change
· Enables change to happen with minimal impact on service delivery

	E





E






E







E






E







	A, I





A, I






A, I







A, I






A, I







	Skills & Abilities
	Communication
· Liaises effectively with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face
· Communicates complex financial information to non-financial personnel
· Negotiates to achieve results

Management
· Demonstrates the required skills to manage staff performance
· Demonstrates the required skills to successfully manage projects

Team Working
· Builds effective, supportive working relationships
· Demonstrates a flexible approach to work
· Contributes positively to a team environment
· Shares skills, experience and knowledge to develop other team members
· 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, and creates structured reports
· Demonstrates accuracy, and a systematic and thorough approach to work

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

Research & Analytical Skills
· Analyses all information, including complex financial information, and summarises accurately in clear concise reports.
· Analyses business needs and provides financial advice accordingly.
· Assesses and investigates inconsistencies in information
· Analyses and evaluates financial information effectively 

	E







E





E











E






E





E
	A, I







A, I





A, I











A, I






A, I, T





A, I

	Other Requirements
	Able to attend occasional evening and weekend meetings.

Presents a neat and tidy appearance.
	E


E
	A, I



COMPLEXITY AND CREATIVITY

The role has technically complex financial and accounting responsibilities and requires the post holder to assist the Senior Finance Business partner with providing operational financial support and advice across all council services to senior management and members. Therefore the post holder must have a good overall understanding of the financial regulations and guidance that support the overall governance framework for Local Authorities and have knowledge and understanding of local authority services at a district level and extensive knowledge of the financial control environment.

The post holder must have knowledge and experience of the budgetary life cycle and be able to assist the council’s annual budget process and manage the process from resource planning through to delivery of a balanced budget for Council approval within statutory requirements. The post holder will assist with the financial monitoring of the budget ensuring an efficient and effective process is in place to support the budget holders to manage their budgets and provide suitable challenge and effectively manage variances to budget. This will include regular reporting of complex financial information to senior officers and members in a clear and concise format and will need to be able to explain financial data that is understood by a lay person.

The post holder must have an understanding of the wide range of legislative requirements that impact all council services in order to work in any area either on projects or deputising for the Senior Finance Business Partner. 

In overseeing and managing the financial control for the council, the post holder must have a high attention to detail and the ability to investigate errors and discrepancies, which are often complex in nature without any assistance.

The post holder must understand clients’ needs and to provide the solutions, by innovation if necessary, to satisfy requirements. The post holder needs to form close working relationships with other officers and other services and advice given will impact services across the council as well as at a strategic level.

The post holder will be expected to motivate and develop staff, encouraging improvement and responsible for the mentoring of the Assistant Business Partner. 

JUDGEMENT AND DECISIONS

The Finance Business Partner will provide strategic and operational financial support and advice to across all council services and will use their own judgement in prioritising the tasks they are required to do in order to meet deadlines, manage budgets responsibly and to work within the legislative and democratic framework to ensure appropriate financial controls and procedures are in place.

The post holder will have access to highly sensitive and confidential information and must act diligently and professionally at all times to ensure the Council’s interests are not compromised.

A significant level of financial analysis is involved including forecasting spend and trend analysis. The quality of the advice has a significant impact on the results of the organisation, and is crucial to the financial stability of the Council and may impact on the public reputation of the Council. Errors in decision making could have a significantly detrimental impact on the Council and services to the public and possibly affect all Units or the Council's long-term future.

The post holder will act as the financial representative on project teams, providing financial advice as part of the project. This will include costings; budget setting; budget monitoring as well as providing assistance with completion of any statutory returns.

The post holder will be responsible for the timely and accurate submission of financial reports to chief officers and members; assist with the preparation of data returns to government and other legislative bodies and as such will require excellent time management skills and must maintain appropriate knowledge, as failure to do either may lead to financial penalties and/or reputational damage.

CONTACTS (INTERNAL 90% EXTERNAL 10%)

Internal: Chief Officers, Service Heads, Middle Managers, Officers at all levels, Members.

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