JOB SPECIFICATION
ACCOUNTANT/RESPONSIBLE FINANCIAL OFFICER
(RFO/SEC 151 OFFICER)

1. Take responsibility for the proper administration of the Town Council’s financial affairs as set out in the Local Government Act 1972 s151 and in compliance with the Audit and Accounts Regulations 2015, the Practitioners Guide issued by the Joint Panel on Accountability and Governance and any other relevant statutory and regulatory requirements and best practice; 
The duties of the RFO in particular include determining on behalf of the Council 
· The form of its accounting records and supporting records;
· Its financial control systems; and
· Ensuring that the financial control systems are observed and the accounting records are kept up to date.
2. Participate fully in the strategic management of the Town Council especially in relation to ensuring that the Council’s financial resources are used to deliver the Council’s resolutions and ambitions, effectively, efficiently and economically;
3. Prepare financial reports for Council and Committees providing advice and expertise in financial matters. To contribute to the development of Council governance including Standing Orders, Financial Regulations and Committee delegations.
4.
Prepare yearend Financial Statements in accordance with current and relevant legislation and guidelines; ensuring the Financial Statements are submitted to Council for adoption and to the appointed external auditors for review within the appointed time limits; provide such information and explanations as are necessary and required to ensure that both the Council and the auditors can properly undertake their duties and responsibilities. 
Ensure that all the statutory requirements for publication and public rights in relation to the financial affairs of the Council are complied with. 
5.
Advise the Council on the appointment of an appropriately qualified independent internal auditor and the scope of the work to be undertaken; Provide the internal auditor with all the information and explanations they require to enable them to fulfil their duties. Ensure the reports of the internal auditor are laid before the Council and any recommendations are properly addressed. 
4. Manage the preparation of the draft annual budget and any other estimates required including medium to long term forward planning.  To ensure that annual budget is laid before the Council for approval at the appropriate time together with all relevant reports and supporting information.

To monitor budget out-turn during the year, provide up to date management information and expenditure and income against budget headings, and report thereon to Full Council and the relevant Committees. To ensure Council is able to consider virements and other actions to deal with any changed circumstances on a timely basis.
6
To draft the Council’s policy on reserves and ensure compliance with the adopted policy.  To report to Council on the level of reserves taking into account official sector specific regulation and guidance  

7.        Submit the precept request to the Billing Authority at the appropriate time.
8.    Identify the duties of all Officers with financial transactions and ensure, as far as     possible, the division of responsibilities of those Officers in relation to significant transactions;

9. Manage cash flow and control of investments and bank transfers;

10. Oversee submission of quarterly VAT returns and dealing with VAT inspections etc;

11. Oversee all day-to-day financial administration including 
· Ensuring financial regulations on procurement are complied with.
· the review, verification and coding of suppliers’ invoices prior to certification for payment;

· banking of monies received

· bank reconciliations

· management of petty cash

12.
Ensure the proper management and review of payroll, complying with legislation.  Provide necessary information to the Council’s payroll administrators and pension providers. 
12.  Provide training for staff and Councillors as appropriate with regard to financial matters;

13. Draft the Council’s Risk Register and Review of Internal Controls and ensuring it is placed before Council for annual review with relevant reports and supporting information. Monitoring compliance and risk during the year.
14. Oversee and maintain appropriate insurances under the direction of the Town Clerk, making claims as necessary;
15. Maintain the Town Council’s register of property and assets;

16.  Advise the Council on its investment strategy and ensure the strategy is complied with. 

17. Contribute to the development of the Council’s policy and administration of grants. To manage and report on the performance of the Council’s grantees and other projects in line with the Town Council’s resolutions and ambitions.
18.
Ensure that all information required to be placed in the public domain is available on a timely basis on the Council’s website or otherwise in compliance with statute including the Transparency Code and the Council’s Publication Scheme. 
19.
Proactively support the Council’s compliance with Equalities Legislation and to assist in maintaining a fair, positive and productive working environment.
Undertake such other duties as may be required.
