Job Description

	JOB TITLE:
	Senior Finance Officer (Housing) HRA

	GRADE:
	Grade H 

	POST NUMBER:
	Q030600026

	DIRECTORATE:
	Resources

	SERVICE:
	Housing Finance

	RESPONSIBLE TO	:
	Management Accountant


	RESPONSIBLE FOR:
	None

	


	This post does not require a DBS check

This post is not politically restricted

This post does not attract essential/ casual car user/ travel allowance


	JOB SUMMARY:	
	 
 This post will provide support and assistance to the Management Accountant with all aspects of financial control. 

	ROLE REQUIREMENTS:
	[The role requirements are the duties and responsibilities that are specific to the job. If a duty is required to be carried out infrequently this should not be recorded as this list is not exhaustive]

	1. 
	To support the work of the Management Accountant in the provision of excellent financial services that enhance the service delivery.

	2. 
	Work with service managers to understand their business functions and the key financial risks.

	3. 
	To work with budget managers in monitoring budgets and projecting the year end position.

	4. 
	To assist budget managers to upload budget monitoring information into Power BI.

	5. 
	To assist in the preparation of management accounts by providing variance analyses and other information to the Management Accountant, Finance Manager or Head of Strategic Finance.

	6. 
	To assist in the annual budget setting process by liaising with budget managers and costing any savings or growth proposals.

	7. 
	To assist in the consolidation of the budget by providing key financial and non-financial information to the Management Accountant, Finance Manager or Head of Strategic Finance.

	8. 
	To support the closing of accounts process, including ensuring the preparation of good quality working papers and supporting documentation.

	9. 
	Provide training and support to budget managers and others on the use of Agresso and Power BI.

	10. 
	Provide appropriate support across the Finance team as directed by the Finance Manager.

	CORPORATE RESPONSIBILITIES
	

	11. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	12. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	13. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	14. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	15. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	16. 
	Adherence to the council’s commitment to the health, safety and welfare at work policy.

	17. 
	Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation.

	18. 
	To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

	19. 
	To undertake additional duties that may arise from time to time commensurate with the grade of the post.

	PEOPLE
	[This should detail those aspects of that require contact and interaction with other individuals, either within the council and/or in outside organisations, and the intended outcome of this]

	20. 
	Work flexibly and collaboratively with other Finance Officers and finance colleagues across the Service to help provide an effective and efficient Finance Service.

	FINANCE
	[This is for roles that have budgetary responsibility, e.g. the requirement of managing budgets, delivery targets and the efficient deployment of resources – delete if not applicable]

	21. 
	Support the Director of Finance to effectively manage relevant budgets, deliver financial targets and efficiently deploy resources as appropriate for the Finance Division.

	SERVICE
	[This section will include requirements that the job holder may have in respect of quality assurance, continuous improvement, and the efficiency of the service]

	22. 
	Contribute to the Service vision of continuous improvement, seeking out process and other improvements wherever possible and cascading these across colleagues within the department.

	PERFORMANCE
	

	
	[This section needs to list the specific targets that are required to be met by the post holder and how these will be achieved]


	23. 
	Work to reach the performance standards agreed with line managers and to achieve the targets set out within the Council’s annual performance appraisal process.

	OTHER CONDITIONS: 

	

	
	To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme.






























Person Specification
	Person Specification for the Post of
	
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	· Knowledge of local authority Finance.

	E


	A




	Qualifications
& Experience
	· CCAB or AAT part qualified and actively seeking qualification.
· High level of numeracy and literacy skills, with the ability to interpret complex financial data and communicate insights clearly and effectively.
· High level of computer literacy, including proficiency in Microsoft Excel, and familiarity with financial systems and reporting tools.
· Experience in budget monitoring.
· Experience of completing financial reconciliations, maintaining accuracy and integrity across accounts and systems.
· Experience of working with non-finance staff and managers, providing financial guidance and fostering understanding of financial processes and implications.
· Experience with year-end close process.
· Experience in preparing and posting journals, including accruals and other adjustments in line with accounting standards.
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	Skills and Abilities
	· Able to meet deadlines through effective planning, prioritisation, and time management.
· Manages own workload and competing priorities with minimal supervision, demonstrating strong organisational skills and adaptability.
· Works effectively within a team.
· Demonstrates a proactive mindset, anticipating needs, identifying opportunities for improvement, and taking initiative to drive results.
	E



E





E
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	A/I
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	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	· Takes steps to get to know people within the team and to build positive relationships with them.
· Understands the work of other teams that they work with.
· Looks for ways to help build team spirit and work effectively with other team members.
· Shares information and engages others in a timely way to achieve the best outcomes.

	E



E
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E
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A/I

	We are OPEN and transparent

	· Shares relevant information, in a way, that is easy to understand.
· Takes the opportunity to contribute and be involved in change which affects their job.
· Approachable and makes time for others.

	E



E



E
	A/I



A/I



A/I

	We are WILLING to challenge, innovate and be accountable

	· Takes accountability for delivering own work and contributing to that of team.
· Ensures they make the best use of the skills they have and identifies development to do their job effectively.
· Willing to listen and try something new so we achieve better outcomes.
	E
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E
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	We empower each other to be EXCELLENT and go the extra mile

	· Does work, within own area, without being asked or told to do it, because they can explain the difference they have made.
· Find ways to ensure they have a good work-life balance and seeks support when they need it.
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E




	A/I





A/I





	We RESPECT all communities; they are the heart of everything we do

	· Listens to customers and take time to understand their point of view.
· Shares customer feedback as appropriate to improve the customer experience.
· Takes ownership and does what they say they will do, within a set timeframe.
· Is polite, helpful and inclusive towards people from our diverse community.
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E
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	Additional Requirements
	(Examples provided below) 

To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice, unless there is good reason where this is not possible.
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