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	Job details

	Job title
	Finance Coordinator

	Job Reference
	20875

	Grade and Salary
	4 - £28,598 per annum (pro rata for part time)
This role includes performance related pay progression

	Service and Team
	Business, Finance, Performance, Digital and Communications,
Public Health & Communities 

	Location
	Endeavour House, Russell Road, Ipswich, Suffolk, IP1 2BX  - Hybrid 

	Hours per week
	37

	Status
	Permanent

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)




	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future.     
    
That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development.     
    
The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.    
    
The Public Health and Communities (PH&C) directorate plays an important role in improving health and wellbeing outcomes across Suffolk through our mission of “Working in partnership to build the foundations for Healthy People, Healthy Places and Healthy Futures, and safer, stronger, more resilient communities in Suffolk”.     
   
To deliver on our mission we have set out five core ambitions over the next 5 years including Starting Well, Being Well in Mid-life, Aging Well, Our Health and Climate Change and Closing the Inequality Gap, which you will play a key role in delivering. How we work is as important as what we do – our key principles include:    
 
• building on individual and community strengths   
• promoting equality, diversity and inclusion     
• working to improve the health of people and of the planet in all that we do     
• targeting equality in outcomes, recognising that people with greater needs may need greater support to achieve equal outcomes     
• taking a place-based approach     
• using data, evidence and intelligence to inform our work.     
• Being flexible and innovative.    
    
PH&C has a wide range of levers to improve outcomes through system leadership, influencing the work of partners and the delivery of key responsibilities such as community infrastructure, health improvement including mandated public health services, creative health and Libraries, supporting and influencing the work of the NHS, Community Safety, improvements in the wider determinants of health and a collaborative leadership in data and intelligence. The Directorate works as part of a wider integrated system alongside other Suffolk County Council directorates, Local Communities, District and Boroughs, Health and Care partners, voluntary sector, private sector to improve outcomes through collaborative efforts, building on collective strengths

	Main purpose of the job



Public Health & Communities Directorate is made up of 4 functions that contribute to achieving ‘Our Ambitions, our future’:

1. Communities, Place Making & Inclusion 
2. Children & Families, Sexual and Reproductive Health and Health Protection
3. Working Age and Older People
4. Knowledge, Intelligence & Evidence, Business Contracts and Finance

Roles across the Directorate will be flexible to meet the changing demands of our communities, resources and statutory requirements.

	Typical responsibilities of a role at this level



· Manage specialist administrative/ management information systems with appropriate input from line manager.  This would include detailed knowledge of specialist systems, system security and associated procedures. 
· Ensure that processes within area of responsibility are in line with relevant legislation and regulations and follow County Council practices.  Ensure that those operating these processes are aware of requirements. 
· May monitor budgets, process invoices, provide advice and guidance on specified budgets, in accordance with financial procedures, undertake financial processes such as setting up purchase orders.  
· Identify opportunities to continually improve and enhance service levels and performance within area of specialism 
· Act as link with a wide range of internal and external contacts, e.g. Government departments, Chief Officers, senior managers in both the NHS and local government, County Councillors and other local authorities, outside bodies, national organisations and members of the public. 
· Develop good working relationships with internal and external customers. 
· Provide advice to colleagues on specialist policies or procedures including basic training and demonstrating specific tasks. 
· Share knowledge and expertise to improve processes, participating in corporate reviews where appropriate. 
· Plan, prioritise and monitor work for self and others.  
· Provide support to projects as defined by a manager.  This may involve research and investigative work as well as providing general administrative support such as taking action notes, arranging meetings, monitoring plans and flagging issues.   
· All duties will be carried out within recognised procedures or guidelines.  This will include ad hoc duties which require initiative. 
· Effectively manage your own workload. 
· To role model behaviours set out in the corporate competency framework in line with the ASPIRE values. 
· To understand and promote the County Council and Public Health and Communities vision, values, objectives and priorities both internally and externally. 

	[bookmark: _Hlk34906451]About the team 


[bookmark: _Hlk95393432]The Public Health and Communities (PH&C) directorate in Suffolk County Council has a mission to ‘work in partnership to build the foundations for Heathy People, Healthy Places and Healthy Futures, and safer, stronger, more resilient communities in Suffolk’. We want a Suffolk which promotes and supports the health and wellbeing of all people and all ages, ensuring economic opportunities benefit everyone, so that no one is left behind; tackling the inequalities that exist and supporting those with greatest need.     

PH&C has a wide-range of levers to improve outcomes through its responsibilities for Community Infrastructure, Health Improvement, Health Care Public Health, Community Safety, Health protection and Data and Intelligence.  

The Directorate works as part of a wider Suffolk system alongside other Suffolk County Council directorates, Local Communities, District and Boroughs, Health and Care partners, voluntary sector & private sector to improve outcomes through collaborative efforts; building on collective strengths. 

	What you will be expected to deliver in the role



Day to day tasks may include:

· Ensure accurate financial processing and monitoring
· Contribute to establishing and maintaining high quality financial monitoring.
· Support the development of accurate internal and external financial reports.
· Provide financial data and reports as necessary to support budget reviews, 
audits and management decision-making.
· Serve as a central point of contact for colleagues across the directorate on 
general financial queries and issues, escalating as appropriate
· Identify and suggest improvements to financial systems and processes 
within PH&C to increase efficiency and accuracy in financial administration
· Co-ordinate the finance email box in relation to requests for purchase orders and invoices, allocating tasks to relevant individuals and ensuring that processing is carried out in a timely manner.
· Act as back up for the transfer of financial data from the Spydus system into the County Council’s Oracle system and undertake cash till reconciliations as required.

	Person Profile – what you will bring to the team



Qualifications and professional memberships
1. Qualification in a relevant subject(s) OR evidence of an equivalent level of knowledge skill and experience gained in either in an employment or learning environment. 

Values and personal qualities
2. Demonstrates a passion for making a positive difference for Suffolk.
3. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
4. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
5. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
6. Brings creativity into their work through innovation and openness to change.
7. Collaborates well with others and offers assistance and support to colleagues.

Specialist knowledge skills and experience
8. Sound knowledge and demonstrable experience in successfully carrying out specialist administrative and financial procedures. 
9. Excellent working knowledge of Microsoft packages, e.g. Word, Excel, PowerPoint, Outlook etc. 
10. Ability and enthusiasm to work flexibly and learn and adapt quickly to changing priorities and ways of working. 
11. Well-developed written communications skills. Can deliver messages on a wide range of information, to a range of audiences and using a range of methods. 
12. Confident communicator who can:   
a. provide advice and guidance on a range of issues to internal and external customers; 
b. represent their team internally and externally; 
c. build and use relationships effectively. 
13. Organisational skills to prioritise own workload and meet deadlines. 
14. An understanding of confidentiality and data protection requirements in the workplace. 
15. Ability to work on own initiative. 
16. Research and problem-solving skills to deal with queries and issues. 
17. Flexible in approach to meet the demands of the post and team. 
18. Some experience of working in partnership with other colleagues external to your team e.g. across Directorates or Businesses.  
19. Team player willing to share knowledge and expertise with others. 
20. Basic training skills to deliver induction training and provide informal training for staff. 

It would also be desirable to have
21. Previous experience of managing budgets and/or financial information. 
22. Knowledge and understanding of corporate standards, and legislation requirements relating to the provision of services, particularly in relation to team specialism. 
23. In depth knowledge of the processes and procedures relating to their specialism. 

	Travel requirements


On occasions, there may be a requirement for you to travel using reasonable and suitable means available to you.

	Our values – WE ASPIRE



[image: Suffolk County Council's WE ASPIRE Staff Values logo]

At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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