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 Job Description

	Job Title:

	Head of Finance

	Team/Service: 
	Financial Services

	Business Unit: 
	Corporate and Business Services 

	
	

	Responsible To: 
	Assistant Director Corporate & Business Services

	Accountable To: 
	Assistant Director Corporate & Business Services 

	Salary Grade: (Spinal column points only) 
JE Ref: 
	Hay Know How 400
HAY52


	1. Key Purpose of Job
1.1. To be the statutory Section151 Officer under Section 151 of the Local Government Act 1972.
1.2. To ensure compliance with the legislative and proper practice of the s151 officer including setting a robust budget, management of reserves, compliance with accounts and audit regulations, providing assurance to central government and external audits by certifying financial returns and financial reporting such as the statutory statement of accounts and the adherence to council financial regulations and the officer scheme of delegation.
1.3. To provide the highest level of strategic financial advice and support service to a diverse range of council services.
1.4. To provide financial options linked to national best practice to support the Council’s corporate plan and to ensure its financial viability.
1.5. To make recommendations to Members, Directors and the Senior Leadership Team on a range of financial decisions. 
1.6. Ultimate accountability for the finance function (budgeting, treasury & investments, financial analysis, VAT, external finance and funding, audit, active balance sheet management etc.), ensuring proper administration of the Council’s financial affairs and advising the Chief Executive and other Directors on budget and financial planning strategies.
1.7. To manage a team of finance staff across a range of accounting and financial services, coordinating and prioritising their work demands.    
1.8. To manage the Procurement Team. 
1.9. To ensure the Council has an effective system of internal control including financial regulations supported by the management of the Council’s internal audit service.
1.10. Play a lead role in promoting partnerships, working with the public, private and voluntary sectors.
1.1. To produce, develop and review service and/or business plans which support the achievement of Directorate and Council objectives.To provide the highest level of strategic financial advice and support service to a diverse range of council services.



	2. Anticipated Outcomes of Post
2.1. Production of robust and lawful accounts, and effective budget monitoring to assist the Council in achieving a balanced budget each year. 
2.2. Help to ensure the ongoing financial viability of the Council by robust medium term financial planning and efficiency plans and supporting the financial appraisal and successful delivery of major projects.  
2.3. Corporate objectives will be defined, developed and translated into appropriate and effective financial action programmes.
2.4. Cross-cutting themes, transformation and change programmes, other projects and initiatives, will be developed ensuring successful delivery against agreed targets and outcomes.
2.5. Opportunities and risks are fully considered and decisions are aligned with the overall financial strategy.
2.6. Professional advice and objective financial analysis is given that enables decision makers to take timely and informed business decisions.
2.7. Efficient arrangements are in place and sufficient resources available to provide accurate, complete and timely advice to support the Mayor and Elected Member’s strategy development.
2.8. The authority’s capital projects are chosen after appropriate value for money analysis and evaluation using relevant professional guidance.
2.9. Innovative financial approaches to deliver required budgetary reductions.
2.10. To ensure cross Council compliance with procurement requirements both in terms of legislative requirements but also to use procurement as an effective tool to both reduce costs and improve service delivery.



	3. List Key Duties and accountabilities of the post  
3.1 Leading development of a medium term financial strategy and the annual budgeting process to ensure financial balance and a monitoring process to ensure its delivery.
3.2 Maintaining a long term financial strategy to underpin the authority’s financial viability within the agreed performance framework.
3.3 Implementing financial management policies to underpin sustainable long-term financial health and reviewing performance against them.
3.4 Appraising and advising on commercial opportunities and financial targets.
3.5 Developing and maintaining an effective resource allocation model to deliver business priorities.
3.6 Leading on asset and balance sheet management
3.7 Co-ordinating the planning and budgeting processes.
3.8 To ensure that the financial affairs of the Council are properly administered and that financial regulations are observed and kept up to date; 
3.9 To ensure the regularity, propriety and Value for Money (VfM) in the use of public funds;
3.10 To appropriately report any unlawful, or potentially unlawful, expenditure by the Council.
3.11 To advise the Council on the robustness of the budget and adequacy of financial reserves;
3.12 To ensure the production of the statements of accounts of the Council;
3.13 To liaise with the external auditor;
3.14 To instruct the work of Devon Audit Partnership 
3.15 To advise, in consultation with the Chief Executive, on the safeguarding of assets, including risk management and insurance. 
3.16 Contributing to the effective leadership of the authority, maintaining focus on its purpose and vision through rigorous analysis and challenge
3.17 Leading or promoting change programmes within the authority
3.18 Ensuring that opportunities and risks are fully considered and decisions are aligned with the overall financial strategy
3.19 Providing professional advice and objective financial analysis enabling decision makers to take timely and informed business decisions.
3.20 Ensuring that efficient arrangements are in place and sufficient resources available to provide accurate, complete and timely advice to support the Mayor and Elected Member’s strategy development.
3.21 Ensuring that clear, timely, accurate advice is provided to the executive in setting the funding plan/budget.
3.22 Ensuring that the authority’s capital projects are chosen after appropriate value for money analysis and evaluation using relevant professional guidance.
3.23 Checking, at an early stage, that innovative financial approaches comply with regulatory requirements.
3.24 Monitoring and reporting on financial performance that is linked to related performance information and strategic objectives that identifies any necessary corrective decision
3.25 Ensuring the reporting envelope reflects partnerships and other arrangements to give an overall picture
3.26 Assessing the authority’s financial management style and the improvements needed to ensure it aligns with strategic direction.
3.27 To challenge and support decision makers on affordability and value for money and advise on financial thresholds where required
3.28 To apply strong financial controls in all areas of financial management, implementing appropriate measures to prevent and detect fraud and corruption
3.29 Ensuring that any partnership arrangements are underpinned by clear and well documented internal controls.
3.30 Ensuring that the finance function contributes to the needs of the business.

	


	4. Give examples of the typical types of problems and decisions the post will be required to make

4.1. Contributing to corporate management in particular to the provision of professional financial advice

4.2. Supporting and advising Members and officers on financial matters

4.3. Providing financial information to the media, members of the public and the community




	5. Budgetary / Financial Responsibilities of the post
5.1. Oversight of the whole of the Councils budget, including collection fund of circa £400 million



	6. Supervision / Line Management Responsibilities of the post ( Please show / provide organisation structure as an appendices, showing official reporting lines
6.1. As attached



	7. Working Environment & Conditions of the post

7.1. Normal working environment


	8. Physical Demands of the post

8.1. Normal physical requirements.



	9. Specific Resources used by the post 

9.1. Normal resources



	10. Key Contacts and Relationships

     10.1     External
Auditors – Grant Thornton, Devon Audit Partnership
Health Colleagues i.e. ICO, CCG 

Government departments and their officials: DCLG, Department for Education, Education Funding Agency.
Members of the Public

HMRC

Borrowing and Investment Counterparties.

Schools and Academies

Police

Council Subsidiary and Associate Companies (e.g. TDA etc)

Other Public Bodies. 
10.2     Internal 
  Members

  Directors
Assistant Directors

  Executive Heads

  Service Managers and their teams

	


	11. Other Duties

To undertake additional duties as required, commensurate with the level of the job.


	Other Information

a) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.

b) The Council operates a Smoke-Free Policy and the post-holder is prohibited from smoking in any of the Council's buildings (including Council owned and Council leased buildings, but excluding designated areas in residential schemes), enclosed spaces within the curtilage of buildings, and Council vehicles. The Council does not permit smoking breaks within work time, however, in services where the flexi-scheme is in operation, employees may take reasonable break times outside of core hours, in accordance with flexi-time arrangements.  Employees should follow the flexi-scheme procedure for agreeing time away from their duties in the normal manner with their immediate colleagues and line manager, with break start and finish times being recorded, as with any other break-time arrangement.  
c) The post-holder is expected to familiarise themselves with and adhere to all relevant Council Policies and Procedures.

d) The post-holder must comply with the Council’s Health and Safety requirements as outlined in the H&S policy appropriate to the role.
e) This post is based at [insert a location] but the post holder may be required to move their base to any other location within the Council at a future date. 
As this post meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be subject to a criminal record check (Disclosure) from the Criminal Records Bureau before the appointment is confirmed.  This will include details of ALL cautions, reprimands or final warnings as well as convictions, whether “spent” or “unspent”.  Criminal convictions will only be taken into account when they are relevant to the post.




Person Specification
	Note for Candidate
All Candidates
The supporting statement on your application form will be used to assess ability to meet the essential requirements of the role, so you should explain how you meet each of the numbered essential requirements within your supporting statement. 
 
In a competitive situation, the desirable criteria may be taken into consideration, so you are encouraged to show how you also meet each of the desirable criteria.
Candidates who consider that they have a disability
Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.
If you consider yourself to have a disability you should indicate this on your application form, providing any information you would like us to take into account with regard to your disability in order to offer a fair selection interview.

Where ever possible and reasonable we will make adjustments and offer alternatives to help you through the application and selection process. 

If you have indicated that you have a disability on your application form you will be guaranteed an interview if you clearly demonstrate in your supporting evidence how you broadly meet the essential requirements of the role.  




Person Specification
	Job Title:
	Head of Finance
	Strategic Team:
	Joint Operations Team
	Business Unit:
	Corporate  and Business Services
	Team/

Service:
	Financial Services


	Essential Skills and Effectiveness:

	Desirable Skills and Effectiveness:

	1. Demonstrable financial management skills, implementing strategies and processes to ensure that budgets and financial targets are met.

2. Excellent interpersonal skills to ensure effective relationships can be built with Members and senior officers
3. The ability to communicate effectively with Members and senior officers and ability to articulate complex financial issues in an understandable and relevant way, varying style to suit different audiences 

4. High level of written and numerical skills 

5. Ability to provide advice and recommendations taking into account political sensitivities

6. An effective time manager with the ability to focus energy, drive and enthusiasm to prioritise goals, meet deadlines and manage a demanding workload. 
7. Proven ability to provide effective and visible leadership to teams of professional, operational or support staff.

8. Ability to manage the interface between Elected Members and Officers to support the democratic processes and aid effective decision-making.
9. Demonstrable evidence of political sensitivity and awareness. 
10. Proven ability to successfully motivate and develop staff, individually and in teams, to achieve targets and improve services.

11. Authoritative, collaborative and results orientated 

12. Sound managerial judgement 

13. Good influencing and negotiation skills 

14. Ability to work to tight deadlines and meet conflicting demands 

15. Effective presentation skills in front of Members and officers
16. Highly professional, with integrity and high personal standards 


	


	Essential Knowledge:
	Desirable Knowledge:



	17. Working and up to date knowledge of current legislation relating to Local Authority Accounting.

18. Working knowledge of windows based software and finance systems. 

19. Excellent report writing and presentation skills via use of powerpoint.
	1. Prince 2 methodology  for project management.


	Essential Experience/Achievements:


	Desirable Experience/Achievements:

	20. Experience of  annual closure of accounts

21. Experience of  annual budget process

22. Experience of managing complex financial projects

23. Experience of managing staff in a financial environment.

24. Experience of working with senior staff
25. Ability to write reports and present to Members at Committee and to SLT
26.  Experience of advising and building working relationships with Elected Members, inspiring trust and confidence.
27. Experience of working in partnership with external agencies
28. A proven track record of delivering sustained service improvements, including experience of service planning and financial/budgetary regimes.
29. Experience of working and providing advice in a political context.
30. Experience of successful participation in corporate management

	


	Essential Qualifications/Professional Memberships:


	Desirable Qualifications/Professional Memberships:



	31. Fully qualified  CCAB accountant and member of one of the major accounting bodies
32. Educated to degree level or equivalent.  


	33. Management qualification or completion of a recognised management development/leadership programme or evidence of continuous professional/managerial development.


	Essential – Other requirements of the job role  

· Demonstrates a commitment to safeguard and promote the welfare of children and young people 

· Ability to travel efficiently around the Bay/South West/UK in order to carry out duties

· Ability to accommodate unsociable hours

· Ability to accommodate occasional home-working 
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