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	POST NUMBER:


	RF304
	GRADE:
	G
	   JE REF:                             
	A1546

	DATE REVISED:


	Nov 2021

	POLITICALLY RESTRICTED:
	No

	POST TITLE:


	Income and Bank Reconciliation Officer

	DIVISION:


	Finance
	SECTION:
	Deputy Head of Finance

	POST HOLDER:


	Vacant

	EMPLOYMENT STATUS:


	Permanent
	END DATE (if applicable):
	N/A

	CAR ALLOWANCE:


	Casual
	DBS LEVEL:
	None

	PROFESSIONAL FEE:


	N/A
	HOURS OF WORK:
	37 per week

	REPORTS TO:


	Accountant (Exchequer Services)

	1. Job Purpose

The post holder will lead the process for reconciling the transactions in both Councils’ bank accounts, allocating unidentified payments made to the Councils, liaising with other services in respect of payments made and other financial work as required by Members and Officers of both Councils and in areas specified from time to time by the Accountant (Exchequer Services), and other Senior Finance Officers. 
2. Job Dimension
The post forms part of the Financial Services Shared Service function and will provide financial support for Cannock and Stafford services.
To provide Members and Officers of both Councils with financial information, advice and support in areas specified by the Accountant (Exchequer Services).
To maintain both Council's bank accounts in accordance with statutory requirements, best professional advice and the relevant Council's accounting policies.
To make a positive contribution towards financial initiatives of a corporate nature, including planning for system changes and upgrades and research and development.

3. Organisational Structure

The Post Holder reports directly to the Accountant (Exchequer Services).
4. Key Responsibilities

The post holder is expected to provide support and advice across a range of financial services for both authorities and in accordance with the Service Level Agreement for Stafford Borough Council. The post holder is expected to achieve a high quality of service across a range of tasks within their area of responsibility and act as a lead officer for a nominated service area.  
 These can be classified into two main categories:-

                                                       Technical/ professional

· To assist in the preparation of appropriate income and bank reconciliation procedures and guidelines and constantly review working practices to ensure that they are fit for purpose and cost effective.

· Document and maintain up to date accurate procedure notes and guidelines relating to banking and bank reconciliation on the Councils’ shared drive.
· To assist with planning for future banking arrangements and income management systems and implementing new technologies as appropriate. 

· To assist with the financial evaluation, monitoring and control of the banking contract over its 5 year life and to undertake relevant assignments as applicable.

· Manage both Councils’ bank accounts including maintenance of authorised signatories and for the Councils.
· Preparation of monthly bank reconciliations – reconciling what is paid from and received to the Councils’ bank accounts with the finance system for each authority within 10 working days of month end.
· To maintain appropriate daily income control procedures and allocate unidentified receipts appropriately.

· Ensuring the correct VAT treatment of receipts to the Councils’ bank accounts. 

· Ensure the timely and accurate upload of daily bank reconciliation files provided by the Councils’ bankers to the finance system and ancillary records.  

· Check the accuracy of payment files for the Councils’ various funds including council tax, NNDR, rents and debtors prior to their import to the relevant system and subsequent liaison with relevant officers.
· Liaison with the Councils’ main and subsidiary bankers on a day to day basis.
· Monitoring the proper authorisation of payments going out of the Councils’ bank accounts.  

· To prepare statistics, reports and financial information as required in relation to the Income / Banking function setting out the number of transactions in and out of the Councils’ bank accounts and their payment method on a month by month basis.
· To maintain relevant and timely performance indicators for the income and bank reconciliation functions. 

· To take account of and interpret relevant legislation, good professional practice and Council policy in the provision of banking and bank reconciliation to officers of both Councils.
· To keep up-to-date with legislative, professional and policy developments as they are relevant to the provision of banking and bank reconciliation.
· To make appropriate use of information technology facilities in the provision of banking and bank reconciliation services.

· To provide advice, support and training to other officers as appropriate, in relation to the use of financial information, systems and facilities. 
· To work collaboratively with the Debtors and Creditors functions.
· To ensure at all times that the position of the officer designated by each Council under Section 151 of the Local Government Act 1972 and under Section 114 of the Local Government Finance Act 1988 is upheld.
Management /Supervision

· The post holder is responsible for planning and prioritising their own work as well as the work of the staff supervised in order to deliver specified outputs in accordance with the timescales specified by the Accountant (Exchequer Services) and other Senior Finance Officers.

· To provide day to day supervision to one of the groups of Senior Finance Assistants. Additional supervision may be required subject to the needs of the service and at times when additional staff are required to support projects within the function. The post holder will be responsible for providing direction, advice, guidance and support and have responsibility for the quality and accuracy of work produced.
5. Decision Making

The post holder is expected to apply sound judgement and legal interpretation of relevant legislation as it applies to their sphere of responsibility.
The post holder is empowered to undertake the tasks and responsibilities as outlined within the job description. 
Accordingly, the post holder is expected to act and advise on a wide range of issues and topics, but will work under the general direction of the Accountant (Exchequer Services) for their specific services.
Issues not covered by such procedures should be referred to the Accountant (Exchequer Services). 
6. Complexity/Problem Solving

The post holder will be capable of achieving targets under pressure and against tight deadlines, and able to act on own initiative within the constraints as outlined under Decision Making.

7. Impact on End Results

The post holder is expected to have a positive impact on availability of information for the management of both Authorities’ services and hence will influence the achievement of the relevant Council-wide operating objectives.
Tasks and duties must be carried out efficiently and effectively and at all times the post holder must be aware of both Councils policy on customer care.
8. Knowledge and Skills

The post holder will have considerable experience of the Income and Bank reconciliation function and will ideally be a qualified member of the Association of Accounting technicians or able to demonstrate equivalent work experience.
9. Communication and Contacts

The post holder will provide financial management services to Service managers and other officers of the Councils in accordance with the key tasks and responsibilities as outlined above.



	10.
General Principles
Training and Development
The Council is committed to the principles of Investors in People as a means of ensuring the continued efficiency of the service it provides.  As part of the commitment, each employee has a responsibility to develop the skills, knowledge and ability required to meet the challenges of their own job and the objectives in their Service Area’s Business Plan.

Supervisors, especially, are charged with the responsibility for holding development discussions with employees, either individually or in groups, to ensure compliance with the Council’s Personal Development Review Process.

Equal Opportunities
The Council is committed to ensuring equality of opportunity and to the principle that employees should be entitled to work free from intimidation or harassment.

All employees have a responsibility not only for their own behaviour but for the behaviour of others regarding equality of opportunity.  Any act of discrimination must be avoided and any incidents reported accordingly.

Safeguarding Children 
The Council is committed to promoting a culture which safeguards children in line with The Children Act 2004.  Employees are expected to carry out their role and responsibilities with due regard to the welfare of children at all times.  The Council is committed to ensuring that all employees are supported in respect to their safeguarding children duties.
Health and Safety

The Council recognises its responsibility as an employer to provide a safe and healthy working environment for all employees and accepts the obligations imposed by the Health and Safety at Work etc. Act 1974 and subordinate legislation.
Employees are required to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions and to comply with the Council’s health and safety policies or procedures.
The duties of the post may be varied by the deletion of any of the tasks specified or by the addition of associated work.



	The Job Description has been agreed by:-

	Job Holder: 
	Date:

	Manager:
	Date:
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