EAST STAFFORDSHIRE BOROUGH COUNCIL

JOB DESCRIPTION

JOB TITLE:
TRAINEE ACCOUNTANT (ACCOUNTANT UPON FULL CCAB / CIMA QUALIFICATION)
GRADE:
GRADE 5 TO 10 DEPENDENT UPON PROGRESS.
Progression to Grade 6 is subject to passing year 1 of a CCAB / CIMA qualification.

Progression to Grade 7 is subject to passing year 2 of a CCAB / CIMA qualification.

Progression to Grade 8 is subject to passing year 3 of a CCAB / CIMA qualification.

Progression to Grade 9 is subject to gaining full membership of a CCAB / CIMA qualification.

Progression to Grade 10 is subject to meeting the attached core competencies in addition to Full CCAB / CIMA membership. 

REFERENCE CODE:
FI0601 / FI0602 / FI0603
DIRECTORATE:
HEAD OF SERVICE: LLOYD HAYNES
DIVISION SECTION:
FINANCIAL MANAGEMENT UNIT

RESPONSIBLE TO:
Principal Accountant

PURPOSE OF JOB:

To achieve full membership status of a CCAB / CIMA body and to demonstrate the ability to provide a full range of accountancy services to the Council.



DUTIES AND RESPONSIBILITIES:
1. To study and successfully complete a CCAB / CIMA qualification, including the satisfactory completion of any portfolio / experience requirements to become a full member. As a public body CIPFA is the preferred qualification; however a balance of qualifications provides a mix of skills and experience, therefore if a post holder can demonstrate sound reasons for wishing to pursue an alternative CCAB / CIMA qualification, then this will be considered by the service.
2. To obtain and maintain full membership of a CCAB / CIMA body within five years of appointment.  One failure at each level will be permitted, subject to management discretion and the demonstration of a commitment to successfully completing the course. 
3. To attend college as laid down by the timetable of the training body, complete online learning activities and undertake any interim assessments as recommended by the course provider.
4. To undertake appropriate in-house training and development activities appropriate to the work of an accountant in local government.
5. To assist in the provision of high quality, efficient and effective financial planning, advice and management. This will cover specific thematic areas e.g. budgetary control, capital programme, financial systems/treasury management, and closure of accounts.
6. To keep up to date with current public sector developments and technical financial issues.
7. A proactive approach to the role, contributing towards the ongoing improvement and development of financial management services within the authority.
8. Working effectively as part of the finance team, exhibiting a willingness to support others and adapt to change.
9. Develop skills associated with the supervision and development of staff.

10. Such other duties as may be determined by the Accountant, Principal Accountant or Chief Accountant.

PERSON SPECIFICATION – TRAINEE ACCOUNTANT
	REQUIREMENTS AS DESCRIBED IN THE EMPLOYMENT AND EQUAL OPPORTUNITIES POLICY
	ESSENTIAL FOR POST
	DESIRABLE FOR POST

	EXPERIENCE




	Experience of working within a Financial environment.
	Some experience of local government or public sector working.



	QUALIFICATIONS




	Undergraduate degree (2:2 or higher) in a relevant subject area (or equivalent) OR possession of full AAT qualification
5 GCSEs passes (A - C) including English and Mathematics.

Evidence of successful track record in passing exams in a timely manner.
	Interest / passion in developing a long-term career within a financial environment.

	TRAINING




	Willingness to undertake and progress at an acceptable rate through a CCAB / CIMA qualification (and meets the minimum entry requirements for the qualification).
	Evidence of Microsoft Office applications particularly Word, Excel and Outlook.

	SPECIAL KNOWLEDGE




	Highly numerate with the ability to carry out complex calculations quickly and with accuracy.

The ability to produce written work that is clear, concise and grammatically correct.

The ability to explain complex information in a patient, clear and concise manner.

The ability to identify and obtain relevant information from a variety of sources.

The ability to analyse and evaluate complex information in order to make informed decisions and suggest solutions that make effective use of time and resources.
A good working knowledge of Microsoft Office applications particularly Word, Excel and Outlook.
	A working knowledge of financial practices/regulations within local government and/or other public service organisations.

Experience of preparation and monitoring of budgets and accounts in a large organisation.

Knowledge of legislation and guidance relating to finance e.g., Accounting Codes of Practice, VAT etc.
Knowledge of Financial Systems.

A knowledge and understanding of the services provided by East Staffordshire Borough Council.

	PERSONAL CIRCUMSTANCES



	A personal time commitment to study towards successfully completing a CCAB / CIMA qualification.
	

	DISPOSITION & ATTITUDE

	The ability to communicate clearly, concisely and confidently with a wide range of people using verbal and written methods.

The ability to adapt communication style to particular situations and audiences.

The ability to work effectively as part of a team and to contribute to team meetings or work groups.

The ability to initiate and maintain good working relationships with members of staff from all levels of the organisation.

A methodical approach to work, with a desire and ability to plan ahead.

The ability to devise innovative and creative solutions to problems.

A flexible and positive approach to change with a willingness to take on new areas of work.

Self-motivation, confidence and the ability to act on your own initiative.
	Experience of formally presenting information to others.

	PRACTICAL/INTELLECTUAL

	The ability to plan ahead, short to medium term to meet conflicting demands.

The ability to manage own work load and training needs.

The ability to make decisions within guidelines and set policies and know when further direction is needed.
	An awareness of the aims of East Staffordshire Borough Council, and the services it provides.

An understanding of current issues facing local government, its organisation and functions.

	PHYSICAL/SENSORY

	
	


CORE COMPETENCY REQUIREMENT FOR PROGRESSION TO GRADE 10
The post holder demonstrates that they are able to make a significant contribution to the production of the annual statutory accounts, being responsible for a least one complex technical area (Capital, Collection Fund, Income and Expenditure Statement or Cash Flow Statement), adapting to changes in the financial landscape with the minimum of supervision and direction.
You are able to lead on the development of financial processes and procedures to ensure full compliance with the relevant codes of practice, accounting standards and best practice.

The post holder is able to demonstrate and maintain an up to date knowledge of developments in relation to local authority financial management and accounting.

The post holder is able to devise innovative and creative solutions to problems, including undertaking complex financial analysis in relation to number of activities with the minimum of supervision and direction.

The post holder demonstrates an ability to formally present financial information and/or analysis to a range of audiences. 
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