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Seaford Town Council






Responsible to:       Town Clerk
Responsible for:      Finance Manager

Hours:

To be negotiated – expect 15-22 hrs/pw increasing up to 37 for extra cover in event of Clerk’s long term absence
Grade:

SCP 42-45
JOB DESCRIPTION

1. Job Purpose
The Responsible Financial Officer, within the meaning of the Accounts and Audit Regulations 1996 and subsequent legislation, is overall accountable for all the financial records of the Council and the careful administrations of its finances. 

2. Areas of Day-to-Day Responsibility
Fiscal Governance

Accounts Management

Budgets & Financial Monitoring/Predictions

Insurance

Risk Management

Internal Controls

External & Internal Audits

Annual Return & Accounting Statements

Financial Project Feasibility Studies

Payroll & Pensions

Borrowing

VAT

Financial Risk

Performance of Finance Team

Financial Policies

Transparency
3. Duties & Responsibilities
(Note; These tasks are those for which the Finance section is responsible. It is not expected that the RFO will personally undertake these duties but that they will be carried out effectively by the Finance team as a corporate body under the overall supervision/management of the RFO.)
Accounting
3.1 Advise the Clerk and Members on matters relating to the budget, income and expenditure, including procedures, methods and protocol.

3.2 Prepare financial reports on all relevant matters, including the monitoring of the annual budget for the Finance & General Purposes Committee.

3.3 Under the direction of the Town Clerk, prepare estimates of income and expenditure for each coming financial year, such estimates to form the basis for the annual budget, when approved by the Council, and the basis for the precept to be submitted to Lewes District Council.
3.4 To manage up to date records of income and expenditure of the Council, ensuring retention and filing all original documents and ensuring that income due is billed and received promptly, and preparing lists of payments made for review at each Finance & General Purposes Committee meeting. To process receipts of cash or cheques and prepare paying-in-slips. To reconcile all bank accounts to statements at least monthly and to post direct debits or credits in to cash book. To reconcile all deposits in the Nominal Ledger on a monthly basis.

3.5 Maintain a petty cash system and ensure adherence within the Financial Regulations of the Council.

3.6 Manage cash flow and control of investments and bank transfers, including maintenance of the Council’s Fixed Asset Register.

3.7 Management and preparation of the Town Council monthly payrolls ensuring that sums due to HMRC and East Sussex County Council, the pension authority, are paid promptly. Ensure timely submission of online starter and leaver forms and Employer Annual Returns to HMRC. Monitor and process new tax codes as advised online by HMRC.

3.8 Management and preparation of quarterly VAT returns including reconciliation to Nominal Ledger VAT account monthly and online submission to HMRC quarterly. Advising the Town Clerk on any VAT issues including Partial Exemption, for compliance with legislation.

3.9 Prepare the Annual Return and Accounts in accordance with current Accounts & Audit Regulations for a Band C Council ready for submission to the Council and External Auditor. Dealing with any queries from External & Internal Audit and ensuring compliance with Public Inspection notices. 
3.10 Monitor compliance with the Council’s Financial Regulations, ensuring that correct financial systems are in place and that regular internal audits are undertaken in order to identify the division of responsibilities of all officers dealing with financial transactions. Ensure that Standing Orders and Financial Regulations are compliant with changes in legislation. Respond to internal audit reports with management comments/action and report such to the Finance & General Purposes Committee.

3.11 Monitor compliance with the Local Government Transparency Code 2015, ensuring the correct systems are in place and other staff members responsible for the relevant section are making necessary data available and that it is stored/published in the correct location and format. Responsible for ensuring that where aspects are delegated to other staff members, that the requirements are being met.

Others

3.12 Management of Insurance Risk. To ensure that the Council’s obligations to insure are met, to process claims as necessary, and to report annually to the Finance & General Purposes Committee on Insurance risk cover. Once every three years obtain three competitive quotes for the Council’s insurance business.

3.13 To coordinate a Risk Register which controls all Risks (Admin/Legal, Contractor, Environmental, Financial and Physical) and be specifically responsible for that element focussing on financial risks. To coordinate the recognition of new risks by different departments, and to produce six monthly reports to Council on the progress of actions designed to minimise the impact of such risks.
3.14 Prepare agenda and reports for the Finance & General Purposes Committee meetings and attendance at said meetings (usually held quarterly each year), ensuring accurate minutes of each meeting are produced accordingly. Deal with any questions arising from the agenda, reports or meetings and follow up of any necessary actions.

3.15 Assist with the review of any Council Financial policies and financial aspects or considerations of other policies, such as the Council’s Strategic Objectives and Development Plans.

3.16 The supervision and management of the members of the Finance team; at times requiring remote support via phone and/or email.

3.17 To undertake any other duties as required by the Town Clerk consistent with the level and scope of the post.
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