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	Job Title:
	Operational Support Accountant

	
	Service Area:
	Housing

	
	Team:
	Housing Maintenance

	
	Salary:
	Band 5 - 6 (SCP 18 to 27)



Job Description


Main Purpose of Job:

To monitor and oversee all operational costs incurred in the delivery of a building maintenance service to Council dwellings. To closely monitor and adjust rechargeable rates ensuring all operational costs are fully recovered through works completed. Work closely with central accountancy in regard to spend against budgets provided, and year end account closures. Line manage the Housing Support Finance Officers to ensure that all financial transactions are made within the required deadlines and inline with the Finance Procedure Rules.

Our Values

You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
1. The post holder will manage the Housing Support Finance Officers who are responsible for compliance with the Financial Procedure Rules.
2. To be responsible for the frequent review of the rechargeable schedule of rates necessary to recover staff, material and overhead costs associated with the collective team delivery of a maintenance service. The schedule of rates are a comprehensive set of costs associated with around 800 different tasks that may be undertaken across at least five different work types. Each work type will have a differing rechargeable rate, to reflect differing customers and/or efficiency levels.

3. To overview financial performance of jobs completed or in progress, and overall team performance in regard to financial recovery. Budgets for programmes of works to the retained housing stock are in the region of £6.5M. Additional work streams and customers are in addition to these figures, and can vary.

4. To work closely with the corporate finance team in regard to ensuring budget provisions are appropriate to deliver desired work programmes. The annual budget of £8.5M covers around 70 different job type allocations. Some costs incurred will be spent via external contractors assisting to deliver more specialist work programmes.

5. To monitor monthly stores stock issue values and make month end financial transfers to the necessary accounts along with undertaking the quarterly stores stock valuation process. The monthly stores transactions average 3000 with an average monthly stock value movement of £40,000.

6. To monitor and report on costs incurred for areas of non productive time such as training, travelling, meetings, sickness, inclement weather etc. The average annual cost to run the in house service provision purely from a labour cost perspective is £3.2M, generally around 30% of these costs are associated with non productive time.

7. To monitor ‘in contract’ price structures and ensure invoices received for goods or services are correct and costed correctly to appropriate budget headings. The Council have many procured contracts in place, each having their own agreed associated pricing structures.

8. To monitor the values of work completed, in progress, or outstanding at any given time. To work closely with our Corporate finance colleagues and undertake necessary year end financial accruals within set deadlines.

9. To actively participate in the teams transformational changes being considered which will alter the manner in which financial information is gathered and exchanged throughout the team.

10. To provide reports and submit data in regard to financial performance and costs, necessary for statutory returns and benchmarking.

11. To be responsible for financial resources (to be specified including amounts i.e. cash, cheques, debits and credits, invoices, budgets and income). 
12. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
13. To promote and adhere to the workplace values of our organisation.


Line Manager:

Housing Maintenance Manager
Responsible for:  
NA


Political Restriction: 
This post is politically restricted under the Local Government and Housing Act 1989 and postholders are prohibited from seeking public election, holding political office, writing or speaking publicly on matters of political controversy.


Note:
This is a description of the job as it is constituted at October 2024 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience
	Requirements for Salary Scale Band 5  
· Knowledge of Microsoft Office and excel software packages.
· Line management of finance staff.

· Previous experience of dealing with accounts. 
Requirements for Salary Scale Band 6 
As above, plus

· Experience of managing high value operational accounts

· Knowledge in regard to standard financial procedures such as virements and accruals.
· Can demonstrate working to the required level of responsibility. 

	Requirements for Salary Scale Band 6 
· Experience of operating in, or managing a wide ranging building maintenance, construction operation specifically in regard to managing and controlling costs.

· Experience of using a     financemanagement software system


	Skills and Abilities:

	Requirements for Salary Scale Band 5 

· Ability to work on own initiative with good organisational skills. 

· Ability to write reports and keep accurate records. 

· Have a flexible approach to work. 
· A high degree of computer literacy skills

· The ability to identify opportunities, efficiencies and improvements in the work services provided.
Requirements for Salary Scale Band 6  

As above, plus: 

· Ability to meticulously handle,  analyse and deal with financial data

· Ability to contribute to a continual improvement ethos that delivers efficiencies and improvements to service levels.
· Ability to explain complex legislation in a clear and precise way. 
	

	Education and Training
	Requirements for Salary Scale Band 5 
· Minimum of 5 GCSE grade C and above to include English and Maths or equivalent
· CCAB qualified accountant with post qualification experience, gained either in the public or private sector.

Requirements for Salary Scale Band 6 
As above, plus:

· Significant and demonstrable operational experience in similar role and willing and able to obtain relevant qualifications.
· AAT 
	· CIPFA qualified.

· Evidence of production of statutory statements of accounts, budget preparation and management.

	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.
· Ensuring that there are adequate, safe systems and processes in place for the collection, recording, analysis and reporting of data and which are focused on securing data that is accurate, valid, reliable, timely, relevant, complete and meets relevant guidance. 
· To promote and adhere to the workplace values of our organisations. 
· Promote a positive communication across the organisation, encourage constructive relationships and develop staff feedback methods. 
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