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	Job details

	Job title
	Business Support and Finance Executive

	Job Reference
	23552

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

	Service and Team
	Suffolk Economy Team – Strategy & Operations, Growth 

	Location
	Endeavour House, 8 Russell Road, Ipswich, IP1 2BX - Hybrid working

	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.

	Main purpose of the job


· Provide proactive support to the Suffolk Economy Team in the delivery of key financial and business functions, contributing to the smooth running of operations, project delivery, and strategic programme management.
· Ensure financial and business tasks are carried out in full compliance with Suffolk County Council's policies, protocols, and procedural standards, promoting consistency, transparency, and organisational accountability in all areas of financial administration.
· Support the effective administration and coordination of the Suffolk Business Board, including the scheduling of meetings, preparation of papers, collation of documentation, drafting minutes and follow-up of actions to ensure robust governance and informed decision-making.
· Assist in the monitoring, analysis, and reporting of performance against the Suffolk Economic Strategy, supporting internal and external reporting requirements and ensuring stakeholders are provided with timely, accurate, and insightful updates on strategic progress and delivery outcomes.

	[bookmark: _Hlk34906451]About the team 


The Suffolk Economy Team, part of the Growth, Highways, and Infrastructure Directorate, is focused on delivering long-term, sustainable economic growth across Suffolk. The team leads on the development and implementation of the Suffolk Economic Strategy, ensuring economic interventions align with business needs and emerging opportunities.
The Suffolk Business Board provides business-led strategic oversight, guiding the team’s work to ensure that Suffolk’s economy remains competitive, innovative, and resilient.
Working in close collaboration with Suffolk district councils, neighbouring county councils, businesses and industry leaders, educational institutions, government, VCSE, and national bodies, the team drives forward key initiatives that strengthen Suffolk’s economic future.
Key Areas of Work
· Developing and implementing the Suffolk Economic Strategy - Setting a long-term vision for growth and identifying key sectors for investment.
·  Driving business growth and innovation - Supporting businesses through tailored interventions, fostering innovation, and strengthening Suffolk’s business environment.
· Managing economic intelligence and insights - Maintaining a robust evidence base to inform decision-making and monitor economic trends.
· Developing strategic partnerships and investment opportunities - Facilitating public-private collaboration and attracting inward investment to support Suffolk’s economy.
· Supporting place-based initiatives - working with key stakeholders to drive economic opportunities within the Enterprise Zones, Freeport East and other economic hubs.
Through these activities, the Suffolk Economy Team works to remove barriers to growth, support skills development, infrastructure investment, and business support, and drive innovation and sustainable economic success across the county.



	What you will be expected to deliver in the role


 
Financial responsibilities & tasks

· Undertake core financial and business functions, including the accurate processing of purchase orders, invoices & payment transactions, ensuring compliance with internal control procedures and financial regulations.
· To support the preparation of monthly financial reports (or as required) reports for the Suffolk Economy Team Delivery Leads and Budget Managers providing timely data and insights to facilitate informed decision making.
· Assist with ongoing budget monitoring and contribute to basic financial reporting, helping to track expenditure against forecasts and flagging variances in a clear and actionable format.
· Liaise effectively with both internal teams and external stakeholders to validate invoices and payments, ensuring accuracy, completeness, and prompt processing in line with defined procedures and agreed timelines.
· Identify and address financial or business discrepancies, escalating issues to the relevant Delivery Leads or Budget Managers and supporting the resolution process with clear documentation and communication.
· Maintain compliance with current financial documentation policies, ensuring all records are kept in an accurate, secure, and accessible manner in accordance with regulatory and organisational standards.


Business Support responsibilities & tasks

· Lead on the maintenance of strategic action trackers, ensuring accurate, timely updates on interventions, milestones, and key performance indicators, and providing regular reports to senior stakeholders as required.
· Provide comprehensive administrative and logistical support to recruitment processes, including coordinating interview arrangements, preparing candidate materials, and ensuring compliance with relevant policies and procedures.
· Ensure the effective organisation and upkeep of digital filing systems, maintaining data integrity, version control, and accessibility in line with SCC information governance standards.
· Manage and triage shared mailboxes where relevant with efficiency and professionalism, prioritising correspondence, responding to routine enquiries, and ensuring timely escalation to relevant team members.
· Contribute to the successful planning and delivery of internal and external team events, supporting logistics, communications, and stakeholder engagement to ensure events are well-coordinated and impactful.
· Provide administrative support to procurement activities, including sourcing quotations, maintaining procurement records, and assisting with compliance checks to support value-for-money outcomes.

Suffolk Business Board

· Coordinate end-to-end Suffolk Business Board meeting logistics, including scheduling, calendar management, and distribution of relevant documentation to ensure efficient and timely meetings.
· Organise meeting set-up activities, including physical and virtual venue checks, IT support arrangements, and resource preparation to ensure smooth meeting delivery.
· Prepare, format, and distribute meeting notes and formal minutes, capturing key decisions, discussion points, and follow-up actions with clarity and accuracy.
· Monitor, track, and follow up on agreed actions, maintaining accountability and ensuring timely progress reporting to relevant stakeholders.
· Manage the Business Board mailbox, appropriately signposting emails, responding to queries, and ensuring correspondence is documented and actioned promptly and professionally.

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team


Qualifications and professional memberships
1. ILM 3/5 – Business Management or equivalent knowledge and experience.
2. Financial process experience or equivalent knowledge and experience.

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

Specialist knowledge skills and experience
9. Proven experience of working with Financial regulations, processes and systems
10. Experience of working with business processes and the ability to train, share learning with others.
11. Experience of being part of a team.
12. Experience of working on specific financial procedures 
13. Experience of processing payments including the reconciliation of these to a Case Management System, resolving of queries and ensuring that agreed deadlines are met.
14. Ability to plan and prioritise work over short medium and long term for self and teams managed.  
15. To respond to more complex and non-routine queries within the team maintaining good relationships with internal and external customers.
16. Ability to contribute to projects providing specialist input to ensure objectives are met
17. Demonstrate an understanding of confidentiality and data protection requirements in the workplace.
18. Excellent Verbal and written communications.
19. Excellent Microsoft package experience.
20. Excellent IT skills - excel, HR System, oracle and P2P.
21. Good commercial approach to business, savings and finances.
22. Influencing and negotiating skills.
23. Ability to engage people in working together to deliver against agreed outcomes.
24. Ability to harness the strengths and talents of team members in order to support them to realise their full potential and achieve locality goals.
25. Resilient under pressure and ability to remain positive when challenged.
26. Commitment to the safeguarding and wellbeing of service users.
27. A Team Player who is self-sufficient and proactive with the ability to motivate self and others.
28. The ability to research and problem solve.
29. The ability to work on own initiative and able to make decisions

Additional requirements 
30. You may be required to work at different offices within the Locality and occasionally in other parts of the county.

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.

	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
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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



[image: A picture containing logo

Description automatically generated]

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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