DEVIZES TOWN COUNCIL

JOB DESCRIPTION:
Finance Manager

Responsible to: The Town Clerk
Location: Town Hall, Devizes
Responsible for: 
Finance
Job Purpose:
1. To contribute to the achievement of Council objectives by ensuring the efficient and effective management of Council financial systems.

2. To act as a member of the Council’s corporate management team.  

3. To support the development, implementation and monitoring of the Council’s performance management framework. 

Main Responsibilities:

1.
To be responsible for the Council’s finance functions in accordance with 
government legislation, the various statutory codes of practice and the 
Council’s Standing Orders and Financial Regulations.

2.
To deputise in the absence of the Town Clerk for the Finance functions of responsibility
Key Tasks:

1. To be responsible for all areas of financial activity including the preparation of estimates, management of income, debt (including commercial properties), expenditure and Year End Accounting and All financial returns 

2. To be responsible for the administration and maintenance of records of the Towns Trust Committee 

3. To be responsible for the maintenance of the Council’s Asset Register and Inventories

4. To liaise with the Council’s accountant, internal auditor and external auditor

5. To manage the Council’s banking and investment arrangements and liaise with the Council’s account managers and maintain associated records.

6. To be responsible for the management of the collection and analysis of data for Performance Management and to ensure the required consultation be undertaken. 

7. Attend meetings of the Council and its Committees and other working parties and meetings as required

8. To carry out project work as required

9. Ensure all work practices, use and storage of chemicals and cleaning materials and the use and storage of equipment is carried out in compliance with Health and Safety at Work requirements

10. The Devizes Town Council is a Local Council Award Authority and therefore all members of staff are required be aware of the Council’s performance indicators and endeavour to achieve these set targets.

11. The responsibility for the smooth running of the Authority is incumbent on all members of staff.  During times of absence of colleagues or high workloads, you will be expected to help with or take on additional duties and responsibilities that are in line with your grade.

General:

To support the Council in the delivery of its mission statement and key objectives.
To work with colleagues to secure continuous improvement in the exercise of all functions
The post holder has personal responsibility for safety in accordance with Health and Safety legislation and Council policies

All staff are required to abide by and promote equalities within the Town Council as outlined in the NJC Pay & Conditions of Service.  
This job description is a reflection of the present position and is subject to review and alteration in detail and emphasis in the light of future changes or developments.

1. PERSON SPECIFICATION: Finance Manager

The post holder requires the following:

	
	ESSENTIAL
	DESIRABLE

	EXPERIENCE & JOB KNOWLEDGE
	A minimum of 3 years management experience

Experience in accountancy or finance planning

Experience in producing budgets, forecasts and statistics
	Knowledge and experience of local government



	JOB RELATED ABILITIES
	High standard of commitment to customer care and service delivery

Ability to prepare and write reports in related subjects

Ability to prepare and monitor budgets

Ability to develop management plans

Excellent communication and interpersonal skills

Excellent organisational skills

A flexible and versatile approach to work

IT literate with a working knowledge of word processing and spreadsheet applications


	

	QUALIFICATIONS
	
	Accountancy/finance qualification



	OTHER
	To work occasionally outside of normal office hours
	


