
	MONMOUTH TOWN COUNCIL
JOB DESCRIPTION AND EMPLOYEE SPECIFICATION

	Job Title
	RESPONSIBLE FINANCIAL OFFICER (RFO)/ DEPUTY TOWN CLERK
	Grade
	SCP35 – SCP42
(£44,711 - £51,802 pro rata)

	Reporting To
Direct Reports
	The Town Council (The Council will nominate a member to act in the role of immediate line manager)
1 member of staff (in conjunction with the Town Clerk)

	Hours
	24 hours/wk 

(with scope to increase)

	
	
	Working Pattern
	Four days per week flexible around the needs of the Council; will include regular evening and some weekend work


	Purpose of the Role

	The RFO/ Deputy Town Clerk will be one of the Proper Officers of the Council working in conjunction with the Town Clerk/ Deputy RFO ensuring compliance with statutory obligations including but not limited to:
· Managing the Town Council’s finances, including budget preparation, monitoring and year-end accounts

· Providing high-quality advice to councillors


	Key Duties and Responsibilities

Operates in accordance of current legislation such as Section 151 of the Local Government Act 1972 and Accounts & Audit Regulations 2014.
a) Determining the accounting system and the form of accounting statements and supporting accounting records, ensuring that the accounting systems are observed and that supporting records are maintained in accordance with proper practices and kept up to date.
b) Advise the council in conjunction with the Town Clerk/Deputy RFO on legal, procedural and financial matters to ensure compliance with relevant legislation.
c) Provide leadership on overseeing projects and high-level administrative support to the council, ensuring decisions are implemented effectively 
d) Organise and attend all council meetings and designated committee meetings, preparing agendas, reports and minutes in conjunction with other officers.

e) Preparing and monitoring the Town Council’s budget, providing regular financial reports to councillors, and submit the annual precept demand.

f) Manage accounts, VAT returns, and year-end processes.
g) Manage Payroll in conjunction with the Payroll Services provider and ensure that expenses (including those claimed by members), petty cash, sickness, annual holiday and TOIL are managed in accordance with Town Council policies.
h) To work with the Staffing Sub-Committee to ensure the appropriate management of staff including terms and conditions of employment, salaries, policies review and implementation, training opportunities etc.
i) Line management including staff development and training.
j) Financial management of Council assets and responsibilities.
k) Maintain and update with the Town Clerk Council policies, procedures and risk assessments and ensure compliance with Health & Safety, GDPR and Freedom of Information regulations.

l) Preparation of an annual budget and precept assessment for the Town Council’s approval having ensured that all appropriate Committees have had the opportunity to engage with the process.

m) Preparation of end of year accounts in accordance with regulations for approval by the Town Council and present these and the Annual Governance statement to the Council by June of each year for approval.

n) Management of appropriate banking arrangements.
o) To ensure that appropriate arrangements are in place for internal audit and that an engagement letter has been issued to the appointed individual/company.
p) To liaise with the Internal Auditor and External Auditor in relation to the financial affairs of the Town Council.

q) To maintain an awareness of all existing and emerging legislation and to keep the Town Council aware of any new obligations to be considered.
r) To establish and maintain effective working relationships with councillors, employees, external organisations and members of the public
s) To maximise income from partnerships, external funding and sponsorship.
t) To support the implementation of all events (including civic events and community engagement initiatives) approved by the Town Council ensuring that they are delivered within budget.
u) To achieve, within a period determined in consultation with the Town Council, the Financial Introduction to Local Council Administration (FILCA) qualification, if not already held (to be funded by the Town Council).
v) To acquire the necessary professional knowledge required for the efficient management of the financial affairs of the Council including professional body membership, training and conferences to keep up to date with changing legislation affecting local councils.
w) To undertake other duties from time to time which are commensurate with the level and grading of the post.


EMPLOYEE SPECIFICATION
	Experience/ Competencies
	Essential or Desirable?
	Method of Assessment

	Qualifications and Education
· Good general education
· A University Degree 

· Financial Introduction to Local Council Administration (FILCA)  or willingness to work towards obtaining the qualification

· Work experience at a level appropriate to the duties of the post 
	Essential

Desirable

Essential


Essential
	Application Form/Provision of Certificates

Application Form/Provision of Certificates
Application Form/Interview


Application form/Interview

	Strategic Planning 

· Understanding of strategy and development of action plans to support forward planning

· Demonstrated ability to communicate effectively across all mediums and with all stakeholders 

· Proven partnership working skills 
	Essential

Essential

Essential


	Interview

Application form/interview

Application form/interview



	Administration and Financial Management
· At least 3 years’ experience of administration and finance in a senior role 

· Ability to set and manage budgets and prepare financial statements

· Ability to let and manage contracts, purchasing and invoicing

· Ability to prepare agendas and take accurate minutes

· Previous experience of working in a local council

· Understanding of the key elements of effectively managing estates and facilities
	Essential


Essential
Essential

Essential

Desirable

Desirable


	Application Form



Application Form/Selection Test/interview

Application Form/Selection Test/interview
Application Form/Selection Test/interview

Application Form


Application Form/Selection Test/interview


	People Management
· Ability to hold staff to account and apply personnel procedures as appropriate
	Essential
	Interview

	The Local Council Environment
· Understanding of the issues facing community and town councils and the environment in which they operate

· Commitment to public service

· Understanding of local council procedures and law
	Desirable
Essential

Desirable
	Interview/ Presentation

Interview

Interview/Selection Test

	Skills and Attributes
· Excellent interpersonal and oral communication skills

· Excellent written communication skills

· Report writing skills

· Ability to organise workload unsupervised and meet deadlines

· Political sensitivity, tact and diplomacy

· IT skills enabling use of internet, e-mail, word processing, financial databases and spreadsheets and website administration

· Understanding of the requirements of the data protection and freedom of information legislation and its application within an organisation

· Understanding of the key components of effective project planning

· Awareness of health and safety legislation and its application within an organisation

· Ability to work efficiently through the medium of Welsh Language
· Willingness to learn the basics of the Welsh Language
	Essential

Essential


Essential
Essential

Essential

Essential

Desirable

Desirable

Essential



Desirable
Desirable
	Interview/Presentation

Application /Selection Test

Application /Selection Test/interview

Application Form/Interview


Interview

Selection Test/Application Form


Interview

Application Form

Interview


Application Form/Interview


Application Form/Interview

	Personal Styles and Behaviours

· A motivating and enthusiastic team member
· Personality, conduct and credibility that engages the confidence of councillors, staff, partners and stakeholders

· Energy and resilience to lead and drive change

· Advocate of equality, diversity and respect in the workplace

· Strong commitment to developing high performance and a results driven culture

· Committed to local democracy, social justice and accountability to the community

· Capable of critical reasoning and evidence-based decisions
	Essential

Essential

Essential


Essential


Essential



Essential


Essential


	Interview

Interview

Interview

Interview 


Interview

Interview

Interview/
Selection Test

	Other
· Committed to developing and keeping up to date personal knowledge level
· Prepared to attend evening meetings and weekend events as required

· Full driving licence and access to a car

· Willingness to travel to meetings involving occasional long distances 
	Essential




Essential


Desirable

Essential
	Interview

Application Form

Application Form
Application Form
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