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JOB PROFILE

JOB DESCRIPTION
Job Title:			Business Support Manager				
Pay Grade:			W5-W6
Team:				Financial Services
Responsible to:	      	Financial Services Manager
Job Purpose:	To carry out financial and management accounting functions as required by the Financial Services Manager

Key Area: 

US - An Innovative, Proactive and Effective Council
We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:
· communicating well, listening to the community and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Main Tasks:

Purpose and scope of Financial Services:

· The post is located within the Financial Services team.
· The responsibilities of the team are to provide comprehensive, efficient and effective financial services to the Council.  
· These services include:
· Financial management of all of the Council’s revenue and capital programmes including subsidiary/group companies;
· Financial planning, forecasting, budget setting, monitoring and review, and preparation of accounts for all funds and all aspects of the Council’s operations;
· Treasury Management service;
· Arrangements for all of the Council’s banking requirements;
· Provision of advice and assistance on all matters with financial implications for the Council;
· Internal Audit Service
· Reporting in accordance with corporate requirements; 
· The administration of creditor payments.
· The issue and collection of sundry debts.
· Dealing with post 
· Management, maintenance and improvement of the systems and procedures used to provide financial services; 
· Ensuring that all of the IT systems used by the Council  to deliver financial services are  efficient, effective, fit for purpose and are sufficiently developed to meet the needs of the service. 
· The services will be provided on a flexible basis to a range of internal and external customers including Members, Management Team, Service Managers and other managers.
· The services will be provided in accordance with and to timescales contained in statutory and other guidance prevailing at the time.

Accountabilities: 

Within this framework individuals will typically have accountability for a number of functions and will provide support across the team’s full range of activities to ensure an effective overall service.  Specific tasks are listed in the following section. 

General Accountabilities of Financial Services 
1. Work with Service Managers and other designated managers and others as appropriate in the creation of robust business plans.

2. Provide financial information, advice, support and guidance to Members, Corporate Management Group, Service Managers and other stakeholders in compliance with local controls and best practice corporate governance.

3. Work with managers in developing and retrieving accurate and timely data for performance monitoring and review.

4. Review the customers’ needs on an on-going basis to improve the services provided.

5. Prepare and monitor the Council’s Investment Programme

6. Prepare revenue forecasts and financial strategies.

7. Prepare the capital and revenue estimates for designated service areas.

8. Assist Service Managers and their Budget Managers with the review of charges.

9. Prepare period end reports, statements of accounts, reports and associated statements and returns in accordance with accounting standards and to approved deadlines.

10. Maintain up to date knowledge and application of the systems used to deliver financial services to the Council.

11. Maintain effective systems and support for budgetary and financial control including bank and other control account reconciliations.

12. Control the management arrangements for banking transactions. 

13. In cooperation with ICT and other users identify opportunities for system development, evaluate implications of change and recommend systems changes and enhancements to improve service delivery.

14. Ensure information on the system is up to date, consistent and reconciled.

15. Assist in the process of service reviews.

16. Implement, develop and maintain effective financial systems and train users.

17. Review reconciliations undertaken by the Business Support team.

18. Prepare and submit financial claims and statistical returns to appropriate bodies in accordance with deadlines.

19. Provide day to day advice to Service managers in VAT and other specialist financial areas within area of expertise.

20. Maximise flexibility of working practices within the Team.

21. Prepare procedure notes and guidance for tasks undertaken.

22. Other services as required by Finance Manager, Head of Resources or Management Team

Treasury Management 

23. Undertake the Council’s Treasury Management functions including the day to day management of cash flow.

24. Monitor the Council’s banking contracts.
System Development
25. Provide support to the main financial systems within the Financial Management service.  
26. Key contact to system suppliers and help desks.
27. Build and maintain a stable financial systems environment and ensure disruptions to service availability are minimised.

Business Support Team
28. Lead, manage and support the Business Support Team including planning and prioritising the workload of the business support team in accordance with annual, monthly and weekly routines to ensure effective and efficient delivery of services in accordance with agreed work programmes and timescales.





PERSON SPECIFICATION

Job Title: Business Support Manager   
		 Criteria
	Standard
	E/D
	Measure

		Education & 	training
	· Qualified or part qualified CCAB Accountant ; or accounting technician
	E
	App

		Experience
	· Experience in a financial organisation
	E
	App/Int

		Special Skills
	· Sound knowledge of financial reporting requirements within local authorities
· Good working knowledge of the finance systems used within Financial services  to deliver services
· Knowledge of VAT and other tax issues
· Good knowledge of local  government accounting requirements
	E


D


D

E
	All from App/Int 




		Motivation
	· Promotes collaborative approach to work.
· Able to motivate colleagues to achieve results.
	E


E
	All from App/Int 

		Personality  _/Disposition
	· Builds and sustains strong team relationships internally and externally.
· Works well as part of the team.  
· Demonstrates a forward thinking approach and can develop and introduce new or improved services
· Prioritises and delivers to agreed deadlines
· Works on own initiative and copes with a changing environment. Demonstrates a flexible “can do” attitude.
· Routinely ensures that the outputs from the section are of the required quality and have been appropriately checked.
· Places a high value on quality work.
· Demonstrates commitment to a high quality customer service
· Good networking and cross functional working skills.
	E


E
E


E

E



E



E


E

	All from App/Int 





Key: 
E/D – Essential/Desirable
App/Int – Application Form/Interview
Candidate Screening:
Rehabilitation of Offenders Act 1974 applies
Disclosure and Barring Service check: Not required
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Woking Borough Council Role Map

Job Title: Business Support Manager

Team: Financial Services

	Behaviours
	Level required

	Shaping our Future
	3

	Leading our People
	1

	Delivering for our Customers
	3

	Making Change Happen
	3

	Team and Partnership Working
	1

	Communicating Openly
	3

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level (this will be attached as a document to each job advert).





image1.png
&

Q >

.mm‘

WOKING

BOROUGH COUNCIL

|





