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	Job Title:
	System and Transaction Manager

	
	Service Area:
	Financial Services, Corporate Performance & Risk Management

	
	Team:
	Financial Compliance

	
	Salary:
	Band 10



Job Description

Main Purpose of Job:
To be responsible for the operational management of the Systems and Transaction (Payables & Receivables) teams, ensuring the production of key performance data and the delivery of timely and professional reporting.
To manage the VAT accounting processes for the Council in line with HM Revenue & Customs (HMRC) guidelines and timescales and be the main point of contact within the Council for VAT related matters
To lead on the completion of the Debtor and Creditor notes within the Statement of Accounts in accordance with statutory guidance and deadlines. 
To lead and represent the Council on key financial system project workstreams, both internal and external, working collaboratively alongside other partnerships and organisations.   
To contribute to the progression of various corporate initiatives in accordance with relevant statutory requirements and policies and to ensure the Council is compliant with all relevant financial legislation and statutory requirements.
In collaboration with colleagues, ensure that the whole service is delivered in a professional manner in accordance with relevant statutory requirements and policies.
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:
Team Management
1. To manage the Financial Systems and Transaction teams, including effective management of multi-site and mobile working arrangements.  Staff will be managed in accordance with the performance framework, policies and procedures in place across the Council.
2. To lead the Financial Systems and Transaction teams in developing and implementing solutions to ensure that the Council meets its statutory and financial compliance objectives within statutory and corporate/other external reporting deadlines.
3. To develop the skills of those staff to facilitate a programme of continuous improvement and to ensure the ongoing resilience of the team.  This will ensure all staff within the Financial Systems and Transaction team have the relevant skills, knowledge and qualifications to carry out their day to day activities.
4. To manage the Financial Systems and Transaction teams’ participation in wider corporate initiatives as and when required and demonstrate a proactive approach to dealing with emerging issues.
5. To develop the operational financial management information system for the Council and to manage and document the implementation of agreed solutions, ensuring Government, partner and statistical returns are completed accurately and delivered to deadlines.
6. To lead the production of timely Key Performance data for associated areas, ensuring any targets are met, and if not, investigating and ensuring improvement plans are implemented. Ensuring the Council remains compliant with its reporting and transparency requirements.  
Strategic Management
7. To support the Chief Finance Officer and Deputy Chief Finance Officer in advising Members and other Senior Officers of the Council which may include having to attend Cabinet, Council and other Council Committees meetings, partnership meetings, corporate working parties and ad hoc meetings as and when required.
8. To support the Chief Finance Officer to deliver the Council’s Medium Term Financial Strategy in support of the Council’s Corporate Strategies through managing transaction and systems team to deliver the demands of budget setting and year end processes.
9. To ensure financial advice to Corporate Managers and Service Managers on all current and evolving matters is timely, accurate and meaningful.
10. Work co-operatively and collaboratively with the finance team in support of financial service delivery, ensuring that the Council meets its stated financial objectives within statutory and corporate deadlines.
11. Develop, review, and improve strategies, policies and/or procedures that reflect changing external and internal requirements and regulations. 
12. Contribute to the development of corporate best practice on securing economy, efficiency, and effectiveness in the use of resources.
13. To represent and support the Council at corporate project workstreams/meetings, partnerships and collaborative working with other organisations, and including the attendance at such meetings. You will share knowledge and best practise, and to advise and report on matters that affect the Council.
14. To provide challenge to service areas where non-compliance with financial rules, procedures and regulations is identified.  Take appropriate action to address the matter and escalate issues as appropriate.  
Specific Deliverables
15. To provide support and where required act as the System and Transaction team lead in the development and management of the council’s finance systems and reporting tools, including all interfaces, to ensure they are exploited to the maximum benefit of system users and fully support the Council’s financial and business processes and statutory requirements. 
16. To undertake evaluation, design, plan, develop, test and implement financial systems impacting the transaction team within the Council in conjunction with external IT partners. 
17. To be a key point of contact for System errors and ensure these are resolved as quickly as possible.
18. To have a detailed understanding of financial reporting requirements and how the system can work to achieve this. 
19. To oversee and provide support to the Senior Payables Officer on ensuring the Construction Industry Scheme (CIS) is correctly applied, recorded, reconciled, and deductions are made and paid to HMRC to meet deadlines. Including the completion of HMRC inspections if required.
20. Calculate and submit quarterly VAT returns to HMRC. This work includes:
· Monitoring the quality and correctness of information within the return
· Reconciling VAT data on the return to the Council’s financial system
· Ensuring the VAT return and supporting documentation is compliant with HMRCs Making Tax Digital (MTD) requirements.

21. Through an effective understanding of VAT legislation within a local government context, to manage the Council's VAT affairs and maximise reclaimed tax. This work includes but is not limited to:
· [bookmark: _Hlk142577628]Being conversant with VAT requirements within a local government context
· Maintaining an ongoing awareness of current VAT issues (both opportunities and threats) via related forums/events/courses
· Identifying inadequacies in Council’s operation of the VAT system and rectifying as appropriate
· Liaising with VAT advisors where appropriate on any relevant VAT issues identified
· Where opportunities to reclaim VAT identified make appropriate submissions to HMRC (potentially with the aid of VAT advisors) and then monitor and carry out follow up work as appropriate
· Responding to VAT queries from HMRC (either arising from submitted returns or general investigations)
· Reporting to HMRC any errors made by the Council via submission of Voluntary Disclosures (where value is above return adjustment threshold) 
· Other work including maintenance of Opt to Tax records, VAT review of Fees and Charges book, producing invoicing for barter transactions, confirming appropriate procedures for self-billing arrangements etc.

22. Monitor the Council's partial exemption position (including identifying and mitigating risks to the Council’s partial exemption threshold) and ensure completion of necessary year end calculations.
23. To negotiate with HM Customs and Excise in order to optimise the Council’s VAT position and ensure compliance with VAT and Construction Industry Tax requirements.
24. To provide advice on all VAT and CIS issues to officers across the Council by proactively anticipating, researching, interpreting, analysing current and proposed regulations, determining their effect on the Council and the services it provides.
25. To lead the timely completion of year end Debtor and Creditor processes, ensuring the completion of all relevant working papers, contributing to the production of the Council’s Statement of Accounts, as required by statutory deadlines.
26. To act as the Systems and Transaction team key contact for audit processes regarding the audit of internal controls, analytic information and any other areas needing assistance to achieve satisfactory audit opinion and reduced audit costs, this includes liaising with both internal and external audit.
27. To identify and deliver training requirements across the Council to ensure that the necessary finance skills and knowledge are in place across the Council.  This also includes participating in training to Members.
28. Through the line-management of the Senior Payables and Receivables Officers, to oversee the Council’s:
· receivables processes to ensure all sundry income is promptly invoiced, collected and that debt management processes are appropriate when required to be used;
· payables processes to ensure purchase orders are raised where appropriate and all invoices received are paid within agreed payment terms.
· To assist the Chief and Deputy Chief Finance Officer in the preparation and presenting of finance reports to Cabinet, Council and other Committees. 
Other duties
29. To deputise for the Chief Finance Officer or Deputy Chief Finance Officer in their absence on matters within the scope of this job description.
30. To undertake other such duties as may reasonably be required compatible with and/or arising from those listed above, as requested by the Chief Finance Officer, Deputy or Finance Managers to protect the Council’s financial interests. 
31. To promote and adhere to the workplace values of our organisation. To promote and adhere to the workplace values, financial procedures, and policies of the Council.

Line Manager: 	Deputy Chief Finance Officer
Responsible for: 	Senior Receivables and Payables Officers, Specialist Accountant and Systems and Compliance Support Officer within the Financial Systems and Transaction teams.

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 (May 2026) 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
	· Proven track record in managing teams to deliver accounting services.
· Advanced use of appropriate accounting tools and applications. 
· Knowledge of VAT requirements (regulations/accounting), particularly in relation to local authorities.
· Proven good working knowledge of the Constuction Industry Scheme (CIS).
· Experience of using complex software packages relating to financial management systems, ensuring accuracy and robustness.
· Experience of successful, operational delivery within a changing environment.
· Project management skills including planning, organising and execution with specific reference to system changes and development.
	· Management of teams who are not co-located.
· Change management experience.



	Skills and Abilities:

	· Proven team management skills– supervising and directing others, allocating work and resources, reviewing performance and development needs, able to enthuse and motivate others.
· Excellent communication interpersonal skills – able to work successfully with a range of contacts and to build excellent working relationships and to build rapport.
· Excellent analytical skills with the ability to analyse information and arrive at timely and considered decisions.
· A proactive approach to problem solving.
· Customer focussed, display tenacity and professionalism,  and a drive for continuous service improvement.
· Excellent presentation skills to facilitate projects, training and finance discussions.
· Adaptable presentation skills for presenting reports and finance information to various audiences (committees, boards, senior officers etc.) and the ability to explain complex subjects.
· Ability to promote and drive new ideas.
· Diplomacy.
· Excellent organisational skills with ability to prioritise to meet competing deadlines, manage customer expectations, and work well under pressure.
· Excellent coaching and mentoring skills.
· Excellent negotiation, mediation and facilitation skills.
· Questioning, active listening skills and ability to establish rapport. 
· Ability to adapt priorities and focus at short notice. 
· Demonstrate political awareness and its role in decision making.
· Demonstrate awareness of the social, political and economic environment in which the organisation operates, and its impact on strategic planning and priorities.
· Report writing.
	· Demonstrate commercial awareness and acumen.


	Education and Training
	· CCAB qualified Accountant with post qualification experience, gained either in the public or private sector.
OR
· Significant and demonstrable finance experience in similar role and willing and able to obtain relevant qualifications.
· Evidence of the practical application of continuing professional development.
	· Qualification gained in the Public Sector.
· CIPFA qualified. 


	Other Requirements
	· Ability to travel to attend business meetings at other offices/locations within the district on a regular basis. 
· Necessary to work within data protection and confidentiality requirements.
· A commitment to own development and to supporting training and development initiatives.
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