

	Competency Based Job Profile Band 5-8 (June 2019)




CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL
JOB PROFILE 

	DEPARTMENT: PLACE
	SERVICE GROUP: Economy & Development  

	POST TITLE: Markets Finance Officer   
	REPORTS TO: Markets Finance Manager 

	GRADE: 
	SAP POSITION NUMBER : 



The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.

As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 

	Key Purpose of Post: Max 3 sentences

		1. To be responsible for delivering an effective business and financial function across the Markets Service portfolio with particular regard to budget management.

2. To ensure the delivery of monthly invoicing of all market properties, including raising credit notes as necessary, monitor payments as well as any failed payments by traders and initiate formal debt recovery proceedings where necessary.

3. To regularly review all local and corporate financial performance indicators in accordance with Council policies and procedures.





	Main Responsibilities of Post: Max 15 Bullet points

	1. To assist the Markets Finance Manager in the delivery of effective business support and financial function to the Council’s tenants and traders.

2. To assist in the production of monthly financial reports including revenue and capital budget forecasting, monitoring of revenue surplus against targets, monitoring of service charges and arrears reporting.

3. To monitor, review and receipt all charges received from tenants/licensees and initiate recovery procedures for unpaid rents, including the setting up and monitoring of phased rent repayment plans and, if non-compliance, recommend formal enforcement action.  

4. To provide computerised statements (on request), to tenants/stallholders of their rental accounts and to deal with any payment queries.

4.    To deal with general enquiries from tenants, stallholders and prospective new tenants as well as enquiries/complaints from members of the public and tenants.

5.    To calculate and input weekly payroll details (including overtime) for operational staff within the Markets Service; to deal with salaries/wages enquiries from officers/manual workers as required and keep up to date appropriate records. To liaise with HR and Payroll Sections regarding the setting up of new staff. 
6.    To generate purchase orders and certify payments of the same to facilitate payments to Creditors. Liaise with the Markets Operational Teams and keep up to date budgetary commitments databases for both internal and external suppliers, including closedown at year end.
7.     To ensure correct procedures are in place for the demand, receipt and safe custody of
        all rents, tolls and charges and for the banking of all monies received in accordance with financial regulations.

8.    To monitor any ad-hoc payments including the recovery of electricity charges for sub-metered properties, waste charges and recycling initiatives including solar photovoltaic.  

9.   To act as imprest holder for petty cash and event floats and where necessary review payments authorised on purchasing cards.   

10. To maintain all tenancy records and correspondence held on the Council’s computerised database systems. Open, record and distribute mail in line with the Markets accredited procedures and KPI targets.

11.	To record and update markets financial key performance data including industry benchmarking data with other Market Authorities, both at local and national level.
12.  	To deputise for the Markets Finance Manager in his/her absence.
13.   To carry out any other duties as required, which are reasonable in terms of the  nature and level of this post.



	
Structure:





	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 
You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).
	x

	Able to demonstrate a good understanding of local government finance 
	x

	Able to interpret budgets for income and/or expenditure including forecasting 
	x

	Ability to use a wide range of financial systems and computer applications. 
	x

	Ability to adopt a process of continual improvement and suggest ways of
working more efficient and effectively to improve service delivery.
	x

	Knows and understands how to use, interpret, handle and communicate
information
	x

	Must be accurate & able to demonstrate good numeracy and literacy skills
	x

	Works effectively and to deadlines
	x

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the advanced threshold level outlined under Special Knowledge above.  

	Presentation of reports and maintenance of financial systems and procedures

	Experience of Local Government financial procedures and
budget management

	Relevant professional qualifications requirement: Will be used for shortlisting



	NVQ Level 2 or above and/or other relevant financial or management qualification or additional three years experience of Local Government financial procedures and budget management.

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 

	
Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 
 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 
such as DBS, Warner Process.

	

	Compiled by: 

Date: 
	Grade Assessment Date:

	Post Grade:
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