PERSON SPECIFICATION:  SENIOR ACCOUNTING & FINANCE OFFICER

POST REFERENCE: 101412
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED..

	REQUIREMENTS
	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified, 

ie (F), (I), (T), (R)
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified, 

ie (F), (I), (T), (R)

	
	
	

	· Educational/vocational/ occupational qualifications and/or training

· Specific qualifications (or equivalents)


	Member of the Association of Accounting Technicians or equivalent (F)


	Qualified or part qualified accountant CPFA or equivalent (F) 


	· Work or other relevant experience


	Experience of  budget preparation and monitoring (F,I,)
Experience of local authority financial management. (F,I)

Experience of using computerised financial systems. (F,I)

Use of Microsoft Excel spreadsheets to present and analyse financial information. (F,I)

Understanding of year-end accounting procedures (F,I)


	Experience of working in a Local Authority Finance environment

Experience of providing Financial Support to Budget Holders including production of reports (F,I)



	ESSENTIAL/DESIRABLE CRITERIA WILL BE VERIFIED BY:-   F = FORM           I = INTERVIEW          T = TEST(S)          R = REFERENCE(S)


- 2 -

	REQUIREMENTS
	ESSENTIAL

Please indicate in brackets after each criteria how this will be verified, 

ie (F), (I), (T), (R)
	DESIRABLE

Please indicate in brackets after each criteria how this will be verified, 

ie (F), (I), (T), (R)

	
	
	

	· Skills, abilities, knowledge and competencies


	Computer literacy skills. (F,I)

Ability to explain technical details and general financial management to non-specialists. (F,I,)

Ability to build good relationships with budget holders and other staff. (I)

Ability to work to tight deadlines (I)

Ability to give attention to detail. (F,I)
	Knowledge of procedures for closing accounts (F,I)

Experience of completion of financial returns, including section 251, RO, RA and Consistent Financial Reporting returns (F,I)

Knowledge of Integra Financial Management System, SIMS and HCSS forward planning. ( F)



	· General competencies


	Good general communication skills (I)

Ability to deal with people tactfully and diplomatically (I)

Customer care skills (F,I)
	

	ESSENTIAL/DESIRABLE CRITERIA WILL BE VERIFIED BY:-   F = FORM           I = INTERVIEW          T = TEST(S)           R = REFERENCE(S)


On-going Training Requirements

The post holder will be required to undertake the following mandatory/essential training at the frequency indicated.

	Mandatory/Essential Training
	Frequency

	Corporate Induction

Information Governance Training


	On Appointment

As required


Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 
















C:\Documents and Settings\ecrsph\Local Settings\Temporary Internet Files\OLK3\101109 - Snr Accountant Pers Spec (2).doc

