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	JOB DESCRIPTION


			
	Job Title:
	Capital Account  
	Job Number:
(Official use ONLY)
	

	Department / Service:
	Financial Services
	Main location:
(i.e. where primarily based)
	Council Offices, Farnborough Road, Farnborough GU14 7JU



	Hours of Work:
	37 hours per week
	Post Restrictions:
(e.g. politically restricted and/or sensitive)
	No
(See Note 1 in Section K) 

	Grade & Salary Band:
(where appropriate)
	G5
SCP 36 – 42
£32,878 - £38,813
	Regulated Activity: 
(i.e. DBS check required)

	No
(See Note 2 in Section K)


	
	Job Purpose:
(i.e. Context & summary of why the role exists)
	The purpose of the role of Capital Account is to provide effective, technical capital accounting to the Council. 

Specifically, the role exists to provide specialist capital accounting knowledge, skills and experience to deliver CIFPA compliant annual accounts, provide a full range of technical and professional capital accountancy as well as some revenue budget support financial management services to service departments 



	
	Section A: Main Duties


	1
	Budgets:

· Preparation of capital budget and revenue estimates in consultation with budget holders, applying relevant guidance and in keeping with the financial regulations of the Council, in accordance with the budget timetable.

· Accurate entry of budget information to the Council’s financial management system and the provision of relevant reports to assist budget holders and management.

· Provision of financial support and advice to budget managers on all aspects of the budgetary process while seeking to promote and actively improve the process.

· Participation in the preparation of the Council’s budget book or any publication containing financial information for distribution to the organisation or externally 

· On-going monitoring of financial performance against capital and revenue budgets, liaising with budget holders to report variances at the appropriate time and producing timely and meaningful data for budget monitoring reports 

	2
	Final Accounts:

· To participate in the production of the Council’s Statement of Accounts within timescale and to an appropriate standard, including the provision of adequate working papers and liaison with external auditors. 

· The post-holder will have individual responsibility for specific parts of the statements and will be responsible for ensuring accuracy and compliance with accounting requirements.

· The post-holder will be expected to undertake continuing professional development in order to keep abreast of changing accounting and reporting requirements. 

	3
	Financial advice:

· The provision of capital financial advice, information and support to services in formulating their spending plans.

· Assistance with detailed costings and business cases for specific capital projects include the regeneration programme.

· Assessing the financial implications of service reports to Management or Members and of
alternative methods of service delivery. 

	4
	Capital accounting:
· Responsible for the upkeep of the Council’s fixed asset register ensuring that this is kept up to date and ensure all capital acquisitions, enhancements and disposals are accurately recorded in both the ledger and fixed asset register.

· To ensure all impairments, revaluations, indexation, depreciation and capital charges are correctly calculated and recorded within the ledger and asset register.

· To control and set up all new assets ensuring that controls such as appropriate documentation has been received.

· To ensure all disposal of fixed assets are correctly accounted and recorded in ledger and asset register.
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	5
	General:

· Support improvement work across the Service and the Council

· Completion of statutory returns such as required




	Section B: Staff Reports & Responsibilities

	Direct Reports
	Job No
	Title
	Grade
	Level of mentoring, supervision and/or responsibilities

	Responsible to
	
	Finance Manager
	G7
	



	Section C1: Budget, business planning and/or cash handling responsibilities

	Duties, Tasks & Activities
	Budget
(Provide details of the amounts involved and the extent to which these responsibilities are individual or shared with others)
	Indicative frequency
(i.e. how long)

	Not a direct service budget holder, but need to report capital project progress with input from service managers.








	Oversight of capital programme 

The postholder will review capital business cases and comment on the financial feasibility

The postholder will monitor all capital budgets r and some specific revenue with service manager. Prepare a monitoring report for Cabinet and escalate budget issue to Finance Manager and Executive Head of Finance.  
	Quarterly (to fit with Budget Monitoring processes)










	Regular monitoring of capital project budgets with property and budget officers
	Quarterly and year-end reporting of capital programme



	Quarterly (to fit with Budget Monitoring processes)



	Regular monitoring of revenue budgets with budget officers
	Quarterly and year-end reporting of revenue budgets
	Quarterly (to fit with Budget Monitoring processes)


	Developing and maintaining an effective link between Financial Services and individual service teams to ensure benefits are monitored and accounted for correctly

	Various – depending on project duration and complexity



	Quarterly (to fit with Budget Monitoring processes)



	
Section C2: Income responsibilities including bidding for grants

	Duties, Tasks & Activities
	Income level(s)
(Provide details of the amounts involved and the extent to which these responsibilities are individual or shared with others)
	Indicative frequency
(i.e. how long)

	Monitor and maintain records for funding of capital programme
	The post-holder will be required to maintain capital budget records.
	Ongoing





	Section D: Working Conditions & Environment(s)

	Duties, Tasks & Activities
	Summary of work environment(s) and conditions
or people related behaviour
	Indicative duration
(i.e. how long)

	Usual office environment 

	Normal office conditions. Occasional disagreeable behaviour might be experienced but for a minimal amount of overall working time.  
	less than 10%




	Section E: Additional Duties, Tasks and Activities

	Duties, Tasks & Activities
	(E)ssential or (D)esirable

	Occasional attendance at CLT for specific reports or to deputise for Finance Manager
	E


			
	Section F: Corporate Standards

	All employees must comply with the council’s ‘Simple Rules’ and its corporate policies including HR policies and procedures, ICT Acceptable Use Policy, Health and Safety policies and Data Protection. 


			



	

PERSON SPECIFICATION



	Section G: Knowledge, Experience & Technical Competencies

	Skills, Abilities, Qualities & Attributes
(NB: Verification may be required)
	(E)ssential or (D)esirable
	How Assessed
(i.e. (A)pplication form / (I)nterview / (T)ests or (App)raisal)

	A good level of knowledge of capital accounting requirements, regulations and code of practice within a Local Government Financial setting 
	E
	A/I

	Experience of maintaining a fixed asset register 
	E
	A/I

	High levels of verbal and numeric critical reasoning
	E
	A/I

	A good level of knowledge of general financial procedures, accounting standards and principles
	E
	A/I

	The ability to understand and interpret complex financial information.
	E
	A/I

	Experience in financial management/management accounting role
	E
	A/I

	Expert user of IT including use of financial ledger systems and Microsoft Office
	E
	A/I

	Experience of compiling accounting information, monitoring budgets and identifying risk
	E
	A/I

	Experience of working on ad-hoc technical accounting projects
	E
	A/I

	Experience of working in a Public Sector financial environment
	D
	A/I





	Section H: Qualifications and Training

	Skills, Abilities, Qualities & Attributes
(NB: Verification may be required)
	(E)ssential or (D)esirable
	How Assessed
(i.e. (A)pplication form / (I)nterview / (T)ests or (App)raisal)

	AAT/ part qualified with CCAB/evidence of working at an equivalent technical level 
	E
	A/I

	CCAB qualified accountant
	D
	A/I

	Evidence of continuous professional development
	E
	A/I

	Educated to degree level
	E
	A/I





	Section I: Interpersonal & Communication Skills and Core Behaviours

	Skills, Abilities, Qualities & Attributes
	(E)ssential or (D)esirable
	How Assessed
(i.e. (A)pplication form / (I)nterview / (T)ests or (App)raisal)

	Influencing Skills:

· Ability to develop effective working relationships with colleagues and gain mutual respect, with a strong customer focus 
	E
	A/I

	Presentation/Oral Skills:

· To give presentations at meetings, workshops or corporate events as appropriate.
· Good verbal and written communication skills to deal with technical capital accounting questions from Council officers and present clear evidence judgements to non-financial officers and members
	E
	A/I

	Written Skills:

· To produce capital reports for Cabinet and technical accounting reports as and when required.
· To produce technical accounting working papers to support judgements, annual account and monitoring reports. 
	E
	A/I

	Inter-Personal Skills: 

	
	

	Excellent communication skills
	E
	A/I

	Good attention to detail
	E
	A/I

	Self-motivated
	E
	A/I

	Good organisational skills
	E
	A/I

	Analytical and problem-solving abilities
	E
	A/I

	The ability to meet and manage deadlines, working in a sometimes pressured environment
	E
	A/I

	Flexibility and adaptability: Ability to adapt readily to change and to work effectively in a variety of situations, groups or with individuals
	D
	A/I

	Motivation to continually develop personal skills and knowledge
	E
	A/I




	
	Section J: Physical Skills

	Skills, Abilities, Qualities & Attributes
	(E)ssential or (D)esirable
	How Assessed
(i.e. (A)pplication form / (I)nterview / (T)ests or (App)raisal)

	Keyboard Skills
	E
	A/I

	Full Driving Licence for attendance at meetings
	D
	A/I
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