SAP post no:


JD no:




	
	Business Partner (Generic)

JOB DESCRIPTION

	Service Area:
	FINANCE

	Grade:
	Range 11

	Responsible To:
	Assistant Head of Finance (Management Accounting)

	Primary Purpose:     
	To provide strategic, technical and professional advice to elected members, Strategic and Corporate Directors, Heads of Service and other officers within the Council.

To manage and direct the work of the Team, to ensure efficient & effective support is provided to portfolios and services. 

To promote and deliver continuous improvement in all aspects of the service. 

To contribute to the implementation and development of both inter and intra service priorities to the extent of ability and capacity through joint working.

To provide support, advice and guidance on the financial implications of major changes and developments, including major procurement exercises, service planning decisions and actions to address significant in-year revenue and capital monitoring issues.


MAIN DUTIES:

1 To develop and implement policies and strategies for the team designed to achieve continuous improvement in the service and to meet performance targets which comply with relevant legislation and the Council’s policies and procedures.


2 To ensure that all staff within the Team are provided with the appropriate training and development to enable them to achieve targets and key tasks, and to monitor and evaluate all training activity.  To be responsible for the motivation and development of staff in the team.


3 Utilising the Council’s performance management arrangements, to ensure that all staff are aware of their responsibilities and to monitor regularly their operational effectiveness and the quality of service provision.  To ensure that all staff are provided with regular feedback on their performance.

4 To develop and maintain an awareness of current and future issues faced by services and the Council as a whole. 

5 To ensure that service delivery is aligned with customer requirements, service risks and priorities and that processes are put in place to facilitate regular monitoring and review.  

6 To ensure that team resources are allocated to support the key risks within the relevant portfolio(s).  
7 To ensure that there are effective Quality Assurance arrangements in place to ensure the work of the team is appropriate, accurate and effective.


8 To assist the Assistant Head of Finance in the development, implementation and maintenance of quality standards for the team as a whole.  

9 To alert the Assistant Head of Finance of any issues of a significant nature and to ensure the Service operates in accordance with the accepted corporate financial framework including Financial Regulations.


10 To prepare reports, to clear reports and provide financial advice to members and officers as required.


11 To ensure, within the expected responsibilities of the post, that all necessary action is taken following meetings in accordance with member decisions.


12 To represent, as required, the Council’s interest at meetings with government departments and agencies and other relevant national, regional and local organisations.


13 To develop effective working relationships with relevant customers and partners, including external inspectors, other Local Authorities, other Council Service areas, relevant elected members and other relevant bodies.


14 To contribute to the leadership of the Finance Service across the Council.

15 To act as champion for specific finance functions, co-ordinating the work of staff across the Finance Service as required.


16 To manage the delivery of the Council’s corporate financial planning and financial management frameworks, both revenue and capital, within the scope of responsibility.

17 To contribute to the development and implementation of the Council’s financial management arrangements.


18 To be responsible for ensuring that the SAP Finance module is being utilised effectively within the area of responsibility. 

19 To be responsible for the interpretation of financial legislation as it relates to the service area. 


20 To provide technical advice and support to the Assistant Head of Finance on all service related issues.


21 To be aware of the Council’s aims, organisational values and behaviours and their impact on this post.

22 To participate in the Council’s performance management processes.

23 To carry out the duties of the post in accordance with the Council’s diversity policy.

24 To carry out all duties and responsibilities with reasonable care for the health and safety of you and any other persons who may be affected by your acts or omissions at work and to co-operate fully with the County Council in health and safety matters.

This job description will be supplemented by annual key tasks, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves its right to amend or add to the duties listed.

	
	Business Partner (Generic)
PERSON SPECIFICATION



	SERVICE AREA:
FINANCE

	Qualifications:
	Essential


	Desirable



	· Professional qualification – CPFA or other CCAB
	E
	

	· Evidence of continuing management and professional development


	E
	

	Knowledge and Skills:
	
	

	· Up to date knowledge of best financial practice and processes
	E
	

	· Knowledge of current issues facing Local Government
	E
	

	· Excellent communication and people management skills
	E
	

	· Leadership and staff motivation
	E
	

	· Effective influencing skills
	E
	

	· Effective team building skills
	E
	

	· Effective time management skills
	E
	

	· Good presentation skills
	E
	

	· Comprehensive IT skills
	E
	

	· Ability to analyse and present complex financial data for non financial managers.
	E
	

	· Ability to work under pressure and meet tight deadlines
	E
	

	Experience:

· Significant experience in a related or relevant area, at a senior level within a large public sector organisation.
	E
	

	· Managing a team of people
	E
	

	· Performance Management
	E
	

	· Managing and implementing change
	E
	

	· Policy development and implementation
	E
	

	· Working with Strategic Directors and Members


	
	D


	Key Personal Requirements / Competencies:



	Core Competencies:

A1
Self development, technical and professional expertise – Level 4


The ability to develop oneself to ones full potential applying technical and/or professional knowledge and expertise

A3
Listening and communicating – Level 4

The ability to receive, understand and convey information and ideas effectively to others

A8
Flexibility and adaptability – Level 4

The ability to approach things freshly, with an open mind, and to adapt to change

A11
Respecting others and valuing diversity – Level 4



The ability to demonstrate and promote the Council’s Community Cohesion and Equalities Strategy and Policy in ways that can be recognised by employees, customers, partners and colleagues
B3
Teamworking and relationship building – Level 4

The ability to build mutually beneficial and productive relationships between individuals working in a team or with other teams and individuals

C5
Customer focus – Level 4

The ability to provide services and deliver solutions that best meet the needs of the customer

	Additional competencies identified for this post:

B1
Managing and Developing Others – Level 3


The ability to manage and motivate others to perform and develop

B2
Influencing and Negotiating – Level 4


The ability to persuade others to a particular course of action or viewpoint whilst respecting their concerns, motives or feelings

B4
Partnership Working – Level 3


The ability to work with internal and external providers of similar or complementary services to achieve better outcomes for our community and customers
C1 
Organisational and Political Awareness – Level 3


The ability to demonstrate awareness of organisational structure and behaviour, and of our political influences and issues

C2 
Business Planning and Strategic Thinking – Level 3


The ability to define and deliver a clear route to achieving the team/service/County vision

C3
Managing Resources – Level 4

The ability to deploy and apply resources to maximise efficiencies with due consideration for financial and risk management

C6
Business-Like – Level 4


The ability to take an efficient and effective approach to all actions and activities

	Other Requirements:


· Access to / use of a vehicle is an essential requirement.

· This post is exempt under the Rehabilitation of Offenders Act 1974.  Due to the sensitive nature of the duties the post holder will be expected to undertake a criminal record check as part of the recruitment process
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