JOB DESCRIPTION (Generic)
	Designation:
	ASSISTANT ACCOUNTANT or

PAYROLL OFFICER or

PENSIONS OFFICER

	Grade:
	SC3 / SC5 / SO1



	
	
	
	

	Reports to (Designation):
	
	Grade:
	

	
	
	
	

	Directorate:
	RESOURCES
	Division:
	Finance

	Section: 
	
	
	


Main purpose of job:


To provide professional, customer focused, efficient and effective financial services to a range of stakeholders.  To work with officers across the council to ensure that appropriate financial controls are in operation (e.g. in payroll, pensions, payments, monitoring budgets, maintenance of control accounts, authorising high volume and high value transactions etc), and to provide advice accordingly.

To deliver high-volume, high value and sensitive transactional financial services accurately and efficiently.  To operate complicated payroll, pensions, or accounting processes to ensure that appropriate information can be provided to a variety of customers.  To calculate and make complex payments due under payroll, LGPS etc within defined parameters and regulations and/or to provide detailed financial advice within defined parameters and regulations, and to analyse and apply complex financial regulations and information and present results accordingly.
Duties and responsibilities 

Management 

1 To supervise the work of junior officers (e.g. trainees, apprentices, work placement students) on an ad-hoc basis as may from time to time be required.

2 To promote the council’s policies and values in all dealings with staff and other parties, including but not limited to employment policies, equality and diversity policies, data protection, health and safety and others as appropriate.

Administrative and technical expertise

3 To contribute to the delivery of a wide range of financial functions (e.g. preparing budgets and financial statements, monitoring budgets, calculating and making payments to staff, calculating and paying pension benefits and creditors etc) by processing transactions promptly and accurately and maintaining accurate and detailed records.  Examples of tasks include (but are not limited to) those listed at the end of this section of the job description.

4 To contribute to the delivery of a wide range of financial functions by inputting data, analysing records, individually or in aggregate and providing administrative and technical advice accordingly.  Examples of tasks include (but are not limited to) those listed at the end of this section of the job description.
5 To contribute to the delivery of a wide range of financial functions by keeping accurate records, maintaining control systems and advising of exceptions accordingly.  Examples of tasks include (but are not limited to) those listed at the end of this section of the job description.

6 To understand legislative requirements, including HMRC,  SSP, Maternity the Local Government Pension Scheme Regulations, accounting codes of practice, standards and guidance and other related statutory and non-statutory guidance and to be able to apply this accurately within own work area.

7 To provide good general financial advice to a range of internal and external customers, e.g. Council budget holders, staff, vulnerable service users and schools and to understand the council’s detailed financial regulations and be able to advise accordingly on compliance
8 The list of tasks and processes referred to above includes but is not limited to:

1. Processing Transactions

· To process payroll, expenses and other associated claims in accordance with work instructions

· To calculate and pay  pension benefits relating to the administration of the LGPS
· To process new starters, maternity, long service awards, loans and retirements.

· To process requests for mortgages and references

· To administer processes to pay approved invoices on a variety of council systems
· To process and record journals, virements and other associated entries to the financial system and to prepare working papers accordingly

· Ensure that documents are filed or scanned in accordance with policy and that working papers and audit trails are maintained 

· To process invoices using the on line and manual payments system and taking account of the process requirements of the E Procurement system.
· 'To process invoices using the accounts receivable system and carry out related administration

2. Analysing Data

· Provide ad-hoc analysis as may be from time to time required, e.g. of large volumes of transactions to identify exceptions,
· To summarise such information into useable formats etc

· Process, administer, and maintain Oracle FSG reports or other budget monitoring reports or other financial analysis and information (under minimal supervision at Sc5 and SO1)
· Process and maintain Oracle salary reports for verification

· Assist in the compilation of Government forms and returns including Teachers pension forms, VAT & CIS returns (under minimal supervision at Sc5 and SO1).

· Analyse requests for individual and aggregate pensions data and providing draft advice (under minimal supervision at Sc5 and SO1)
3. Maintaining Financial Control

· To update, and maintain the financial coding system in line with proper practices
· To maintain and reconcile suspense and holding accounts (more complex accounts at Sc5 and particularly SO1 only)
· Carry out regular reconciliations of payroll, petty cash, bank reconciliations, and other cash receipts

· Maintain up-to-date cost centre budget holder responsibility listings 

· Maintenance of Oracle General Ledger interfaces and other system processes

· Carry out reconciliations of balance sheet accounts (more complex accounts at Sc5 and SO1)
· Maintain Budget Hierarchy codes
· Maintain accuracy of pension and payroll records
Advising and influencing 

9 To work with budget holders and other officers below service group manager level to resolve detailed issues on any area of finance as may be required.
10 To advise staff, managers and schools on making payments within the relevant payroll, pensions and other regulations/guidelines. 
Decision making and creativity

11 Within own work area to implement such changes as may be necessary to improve performance.

DUTIES REQUIRED FOR APPOINTMENT AT SCALE 3

1. To work with systems (currently principally Oracle, ResourceLink, Axis) and computerised financial data and processes

2. To prepare basic calculations and reconciliations

3. To provide basic information to a range of customers and organisations

4. Using clear procedures work to a timetable

5. In accordance with defined procedures, process invoices and payments using the accounts payable, receivables, and e procurement modules of Oracle, and CONTROCC and other systems as appropriate
6. Input data and maintain accurate records.
ADDITIONAL DUTIES REQUIRED FOR APPOINTMENT AT SCALE 5

NB – some not all

7. To work with Oracle Financials and prepare reports and other information for customers
8. To work on ResourceLink or Axis to maintain records and make payments.

9. To maintain the payroll and pensions action book and take, or instruct, on appropriate action.
10. To prepare complex spreadsheets and reconciliations 

11. To review draft reports and implement changes to processes and procedures 
12. To be responsible for reclaiming fees from relevant partners and providing information for recovering amounts due.
13. To be responsible for the authorisation and prompt processing and payment of Controcc supplier invoices ensuring they match the originating order

14. To raise commitments on the Controcc system

15. To investigate and resolve differences between Controcc commitments recorded on systems and actual invoices

16. To liaise with internal and external auditors and with other partners and organisations

17. To provide an efficient financial administration processing service, including loans, processing monthly direct debits, and the Corporate Purchasing card

18. To maximise the income due to clients and to the Council through effective liaison with Government departments, statutory and external agencies such as the Court of Protection, the Pension Service and provision of advice and support to vulnerable clients, their representatives and advocates..

19. To have an understanding of state benefits and the apportionment of the income between LBL and its clients.
20. To be responsible for appointeeships and receiverships for community based clients, maximising receipt of benefits, and maintenance and reconciliation of expenditure, income and accounts.

21. To undertake financial income administration on behalf of the directorate including taking payments by telephone, recording and banking of income.

ADDITIONAL DUTIES REQUIRED FOR APPOINTMENT AT S01 
As at Sc5 plus

22. To work proactively to identify the need for additional or refined information and to prepare accordingly without instruction

23. To propose changes to workplace practices and procedures, including computer systems and Lewisham terms and conditions without management instruction
24. To understand legislation and other requirements in the management of sensitive personal and financial information and to operate accordingly
25. To provide advice having personally identified a relevant matter, rather than in response to a query or other request for information
26. To demonstrate more than a basic understanding of complex legislation and its implications on workplace practices
27. To understand principles of customer care, and working within SLAs, and to take action to improve the same, including monitoring the  service provided and acting accordingly.
28. To be able to work under minimal supervision

29. To induct and train new staff in the use of operational computer systems, including ResourceLink, Axis, Oracle and its various modules, CONTROCC.
30. To solve problems and provide workable solutions

To supervise the day to day work of the Scale3 and Scale 5 staff

31. PERSON SPECIFICATION

JOB TITLE:
ASSISTANT ACCOUNTANT or 


PAYROLL OFFICER or 


PENSIONS OFFICER 



POST NO:
DEPARTMENT:

Resources


GRADE: SC3/SC5/S01

Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are any reasonable adjustments that can be made to enable you to do the job.  

Equal Opportunities
Commitment to implement the Council’s Equal Opportunities policies.

Awareness of Equal Opportunities issues.




(S)
Professional Qualifications(s)
None specifically required

Experience

Experience in payroll, pensions, finance or accounting, ideally within a large and complex organisation







(S)

Experience of applying legislation, regulations and guidance (e.g. as relates to LGPS, payroll, accounting codes and standards etc)

Knowledge

Knowledge of how to use computerised financial information systems and standard software packages (e.g. Oracle, ResourceLink, Axis, CONTROCC, Excel, Word, action book etc).  More advanced levels of knowledge suitable for appointment at higher grades 






(S)
Understanding principles of defined financial calculations (e.g. manual payroll calculations, SSP, SMP and other statutory deductions, pensions refunds and transfer values, annual and other leave calculations)

Appreciation of finance, budgeting, payroll, pensions and accountancy at a level appropriate to the job.
An understanding of legislation, regulations and statutory requirements in relation to at least one of the relevant functions

Aptitude

High standard of written and oral communication skills, and ability to communicate effectively with a wide range of people from within and outside the Authority 









(S)
Ability to provide effective advice and support at a level appropriate to the grade to external agencies, clients and their representatives, to ensure compliance with legislation and statutory guidance and to promote financial best practice 









(S)
Ability to advise and guide on new systems and developments relating to the at least one of the Oracle financials payroll/pensions, payments and CONTROCC functions.  







(S)
Skills
Ability to understand and apply complex legislation and guidance. 

(S)
Numerical skills (may be subject to testing)

· Average standard (SC3)

· Good standard (SC5)
· High standard (SO1)
Personal qualities
Ability to deal with a pressurised work environment and work to strict deadlines

Committed and enthusiastic.  Good at attention to detail and able to work quickly and accurately.
Physical 

Generally candidates must meet standard Lewisham requirements for the post. 

