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JOB DESCRIPTION

RESOURCES & DEVELOPMENT DEPARTMENT
JOB TITLE:
TRAINEE ACCOUNTANT 
DIVISION:


CORPORATE FINANCE
GRADE:


BAND 9 – 12 DEVELOPMENT SCHEME 

(FIXED TERM CONTRACT – 4 YEARS)
RESPONSIBLE TO:
RELEVANT HEAD OF FINANCE 
POST REF NO: 

107848
Job Purpose

This is a new post created to provide an opportunity for the Corporate Finance Section to ‘grow our own’ and develop and produce a future Group Accountant.  The post of Trainee Accountant will be given the opportunity to gain experience in a wide range of finance activities whilst undertaking the CIPFA course of training via the Apprenticeship route (Level 7). 
Activities include: 
· Supporting Finance Officers with budget setting, budget monitoring and provision of financial advice to budget managers

· Assisting budget holders to fulfil their service delivery objectives effectively and efficiently in accordance with the Councils financial frameworks and procedures. 
· Providing financial support to a range of services and projects. 
· Supporting the budget preparation and budget monitoring arrangements 
· Supporting the closure of accounts and input into the preparation of Statement of Accounts and external returns 
The post holder will be able to progress through the specified grades as experience, progression though a professional finance qualification and knowledge is gained.  Support, guidance and training will be given to the post holder to assist in effective delivery of responsibilities.

The post holder will be subject to placement rotation to gain experience of different areas.
All staff are expected to interpret their role in the context of the vision, values, strategies, objectives and aims of the Resources and Development Department, and in the broader context of the Council and its partners. In carrying out their role they will be contributing to the development and implementation of national and local policy. 
Staff will be expected to contribute constructively to continuous improvement in terms of performance, outcomes, cost and quality. They will promote positive team working with colleagues across the Council, and work in partnership with staff from other agencies, representatives of users and carers, and elected Members as required.

Responsibilities
Band 9:
1. To assist in the provision of Accountancy Services for low risk, less complex, budget areas under supervision which includes:

· Processing financial transactions including recharges, journals, budget amendments etc.
· the preparation of annual and multi-year revenue estimates;

· the monitoring of budgets, grants and other special funding.

· the preparation of the annual statutory accounts in accordance with relevant accounting and statutory requirements;

· the compilation of relevant claims, returns and financial statistics and liaison external auditors, grant providers and other external agencies

· operation of accountancy systems as required

· assisting budget holders in understanding and managing their budget position

· assisting in the preparation of financial management reports

· attending meetings with budget holders alongside Finance Officers / Group Accountants / Heads of Finance

· Assist in the reconciliation of holding codes
· Assist in the reconciliation of external systems to the Councils FMS

· Assist with the reconciliation of grant income and expenditure

· Assist with the production of monthly financial management information reports

· Assist in the reconciliation and financial monitoring of various payments including direct payments.

2. Assist in development of new systems and procedures.

3. Assist in the day to day management of the Council’s money market operations, including updating Treasury Live, the Council’s Treasury Management System and using the Council’s online banking system.
4. Regular requirement to allocate and demonstrate duties to more junior staff
5. To improve own practice through observation, evaluation, discussion with colleagues and appropriate CPD programmes.

6. To work collaboratively with colleagues, knowing when to seek help and advice.
Corporate & Schools Team
7. Responsible for updating the Asset Register e.g. spend in year.
Neighbourhoods & Regulatory Services and Development & Growth Team
8. Assist finance officers in relation providing financial support to trading activities and the job costing system.
Additional Duties Band 10:
9. To assist in the provision of Accountancy Services for medium risk budget areas under supervision, also including:

· financial evaluation of new projects and policies

· assessing and costing grant applications and completing small grant claims

· advising upon and implementing legislation and Government circulars

· financial advice to service departments

· completion of specific low risk Notes within the financial Statement of Accounts (for Hartlepool Borough Council and/or Cleveland Fire Authority)
Neighbourhoods & Regulatory Services and Development & Growth Team

10. Provide financial support to budget holders with the guidance of finance officers in relation to trading activities and assist in the ongoing development of the job costing system.

Additional Duties Band 11:

11. Provision of Accountancy Services for low and medium risk budgets (as specified for Band 9 and Band 10) but without supervision;
12. Provision of Accountancy Services for high risk budgets (as specified for Band 9 and Band 10) but under supervision

13. Supporting the monitoring of the relevant Capital Programme

14. The completion of various statutory returns and financial statistics including, but not limited to, Section 251, Consistent Financial Reporting, ASC-FR, APSE, RO and RA returns;
15. Undertake day to day management of the Councils money markets in accordance with the Council’s Treasury Management policies and procedures;
16. Preparation of reports and attendance at meetings as required including, but not restricted to, Governor Meetings, Trust Funds, Senior Management Team, Children’s Review Panels and Partnership Boards. 
Additional Duties Band 12:
17. Regular supervision and allocation of tasks to Accounting Technicians and/or Finance Assistants.

18. Training of relevant staff including, where applicable, budget holders, headteachers, governors and finance colleagues.
19. Provision of Accountancy Services to the Council, Councillors, departments and Cleveland Fire Authority (where appropriate), for all budget areas regardless of the level of assessed budget risk;

Corporate & Schools Team

20. Assisting in the completion of Hartlepool’s local fair funding formula for Schools under the strategic direction of the Head of Finance and/or Group Accountant.
21. Co-ordination and completion of the Council’s Asset Register, ensuring compliance with the relevant accounting and statutory requirements.
22. Act as liaison with the Payroll Section to ensure that payroll data from Resourcelink is costed correctly in the financial system;

Children’s Services, Public Health and Adult Services Team

23. Co-ordinating and monitoring the recovery of income from other bodies (such as the NHS/CCG) for jointly-funded services such as Adult Social Care;
24. Co-ordinate the annual review of means tested allowances within Children’s Services to ensure all assessments are completed in a timely and accurate manner.
The duties outlined are not meant as an exhaustive list and will also comprise any other duties within the spirit of the post commensurate with the job evaluation outcome for this post.
Date: February 2022
Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.
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