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	Job Title: Finance Officer
                 
	Ref No:  

           
	JE Ref:  
     BM41         

	Department:  

Finance & Procurement
	Band: 

            12
	Location: Dumfries
                 

	Responsible To:
	Treasury and Capital Manager 

	Responsible For:
	Senior Accounting Technician and/or Accounting Technician(s) [dependant on Service Area] 



	Job Purpose:
	To provide direct financial, accountancy and budgeting support and advice to client Service(s)/projects and to support the Council’s financial management and governance framework. 


	Main Responsibilities:


	· Preparation and monitoring of Service/Capital/Project operational budgets. 

· Development of budget monitoring systems for client service(s)/projects and undertaking of Finance’s budget monitoring responsibilities as outlined in Financial Code 18

· Advice to client service(s)/projects on the effects of strategic budget decisions, Government circulars, financial codes, new developments/issues etc.

· Support client Service(s)/projects in addressing the requirements of Corporate budgeting processes including the identification and development of savings/income generation proposals.

· Documentation of financial, accounting, budgeting, and monitoring systems.

· Timeous submission of appropriate statistical returns and support to client Service(s)/projects on the submission of grant claims.

· Support, as appropriate, the Council’s response to national developments including Scottish Government initiatives and new requirements.

· Review and comment on, in consultation with the Finance & Accounting Manager/Treasury and Capital Manager the financial aspects of all Service Committee reports.

· Liaise and work with a range of contacts and partners including the Service Management Team, budget holders and colleagues in Finance.

· Actively pursue Continuing Professional Development and participate in wider activities (eg through professional bodies and/or Corporate Working Groups) to ensure that you are aware of wider developments and new requirements and, where appropriate, contributes towards these. 

· Management of own performance and that of staff in terms of conduct, timekeeping, attendance, accuracy/quality of work and compliance with procedures. 

· Undertake Staff Appraisals and support the development of departmental staff development and appraisal schemes.


	Performance Management
	The job activities listed are not exhaustive and may be added to or amended consistent with the job purpose.

· To manage your own performance and any staff you may be responsible for in accordance with the Council’s values of Customer First, continuous improvements, openness and honesty, local decision making and team working.

· To achieve the agreed performance targets detailed in the work plan and contribute to performance appraisal activities.

· To manage your own performance in compliance with all Codes, Regulations and procedures including Code of Conduct, Health and Safety and Governance.

· To manage risk, promote risk awareness and prioritise work in light of the risk analysis.

· To actively commit to the Council’s equality and diversity vision statement and associated policies that promote fairness and equality and celebrate diversity, in dealing with colleagues, clients and service users.

· To take all reasonable measures to limit carbon emissions and reduce energy/ resource consumption when undertaking work activities.

To support Service resilience and staff development, Finance Officers may be rotated to take on a different role at the same level in Finance.
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