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Post Title:	Trainee Accountant L1
Grade:	D

Job Purpose

To promote the Council’s vision, values, aims, objectives, and priorities actively and effectively, putting our citizens first through the delivery of best value services.  

[bookmark: _Hlk222231819]Key responsibilities of the role include undergoing training and successfully completing the CIPFA Certificate in Management and Financial Accounting and working towards the CIPFA Diploma in Financial Management and Audit, obtaining relevant work experience to render the postholder eligible to progress through their accountancy qualifications. Progression to Level 2 is anticipated to take one year.

 Individual Leadership Expectations
[bookmark: _Hlk98166142]
As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

· Individual Leadership: by putting our citizens and customers first, delivering against your objectives, helping to set direction, and putting forward ideas for improvements.

· Equality Diversity & Inclusion: by ensuring we consider the needs of all NCC citizens in our work, show respect for others, upholding and adhering to the Council’s Code of Conduct. 

· Change & Innovation: by being creative, delivering change when needed, sharing problems, and helping to bring forward suggestions for improvements.

· Collaboration: by working well with others, identifying the needs of colleagues and others to deliver great services and by being a good communicator who works well with a range of audiences.

Specific Duties  

1. Actively promote and embed Equality, Diversity, and Inclusion through all actions and in accordance with the organisation’s EDI strategy and objectives.

2. Contribute to our corporate responsibility in relation to climate change by taking action and limiting the carbon impact of activities within your role and championing this work.
[bookmark: _Hlk222313150]
3. Comply with requirements of the CIPFA Trainee Training Policy

Specific Duties During Level 1 
· Work with financial information and a range of financial systems such as Oracle Fusion.
· Help maintain the completeness and accuracy of the Council’s accounting records in accordance with best professional practice.
· Assist in the preparation of research and reports
· Assist with budget setting, monitoring, reconciliation, forecasting, variance analysis and demonstrate an understanding of financial issues.
· Assist with aspects of technical accounting including preparation of the closure of accounts, interpretation of accounting developments such as IFRS, CIPFA Code of Practice and capital accounting procedures.  
· Assist in completing all grants claims and statistical returns in an accurate and timely manner.
· Provide financial information for inclusion in business cases to achieve savings and other targets.
· Complete day to day maintenance of the general ledger including performing appropriate reconciliations and journals .
· Assist on work with Budget Managers, for example, to confirm savings proposals, assisting with costing of issues, identification of areas of potential pressures and saving. 
· Assist work with the business area to act upon financial analysis provided to enhance financial and business performance
· Assist in providing day to day support to Budget Managers helping them to understand financial information and processes.
· Assist in providing financial and commercial analysis and information
· Provide training to service managers with budget management for a specific portfolio

Specific Duties across all three Levels
Compliance
· Assisting with audits, fact checks, and resolving discrepancies
· Make a contribution towards the closure of accounts, support the external audit opinion and deliver appropriate financial returns
· Support an effective system of financial controls across the organisation with adequate review and coverage within the annual internal audit plan
· Undertake regular compliance monitoring exercises in assigned areas to ensure impact on year-end is minimised, including clearance of orders and goods receipted items awaiting invoice matching, storage of journal supporting documents, code naming conventions, trial balance errors and unallocated income
· Promote correct use of the Chart of Accounts across the Council and liaise with services to take corrective action where necessary
· Report any potential fraud and to provide input on minimising the risk of fraud.
· Champion compliance with financial regulations and other appropriate control frameworks and take action as appropriate to establish and correct breaches.

Leadership and Management
· Provide quality assurance over the work of junior trainees 
· Enable and encourage a flexible working environment
· Actively promote seamless integrated working across all aspects of finance
· Deliver on projects within the department and follow appropriate governance processes in order to achieve their intended benefits and goals

Change and Improvement:
· Assist in the development, implementation and review of change management programmes to deliver continuous improvement
· Proactively seek and identify commercial opportunities that generate income and provide innovative solutions to service delivery challenges
· Proactively seek and contribute towards implementing internal process improvements
· Support opportunities for council-wide transformation and alternative service delivery models
· Contribute to the creation of a digital culture within the service by embracing technology in every-day activities and actively seeking digital improvement opportunities in support of a service-wide digital strategy


Numbers and grades of any staff supervised by the post holder:
This role has no formal line management responsibilities, however on occasion may be required to lead on projects.

The postholder has no direct Financial/Resources responsibility, but is responsible for giving financial advice to a range of services.

All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.


Produced by  (job title)
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	Job title: Trainee Accountant L1




	AREA OF RESPONSIBILITY

	
REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	
Individual Leadership  

	Takes personal accountability for own development.
	
	
	

	
	Drive and motivation, ability to deliver against challenging objectives.
	
	
	

	
Change and Innovation 

	Confidence and ability to put forward ideas for change.
	
	
	

	
	Ability to be creative, to be able to identify problems and work to create solutions.
	
	
	

	Collaboration 
	Evidence of working successfully in partnership across different sectors, building and maintaining good working relationships.
	
	
	

	
	Evidence of actively working with others to improve collaboration internally and externally.
	
	
	

	Equality, Diversity, and Inclusion 
	An understanding of why it’s important to consider equality, diversity, and inclusion in all that we do.
	
	
	

	
	Demonstrating personal commitment to the equality, diversity and inclusion challenges faced by our workforce and Nottingham’s people.
	
	
	

	Technical Skills and Knowledge 
	Ability to observe and understand business processes
	
	
	

	
	Understanding of data risks and information compliance
	
	
	

	
	Knowledge of processes undertaken during data analysis
	
	
	

	
	Some knowledge and experience of working with data and in particular of data analysis tools
	
	
	

	
	Ability to identify and apply relevant Legislation
	
	
	

	
	An aptitude for carrying out initial research and where necessary more detailed research.
	
	
	

	
	A methodical, evidence based, and well-recorded approach to work
	
	
	

	
	Some understanding of the issues facing local government and those relevant to service/functional responsibilities
	
	
	

	
	Some knowledge of financial, business and commercial techniques e.g. KPIs, standards
	
	
	

	
	Some understanding of financial planning, budget setting, monitoring and closing of accounts, comparative analysis, research techniques and their application, financial techniques and methodologies
	
	
	

	
	Effective relationship and stakeholder management skills and skilled in written and verbal communication to various audiences
	
	
	

	
	Good and developing commercial financial and budget management skills with the ability to deliver through creative and efficient working practices
	
	
	

	Training requirements
	Willingness to undertake and successfully complete a CIPFA Professional Accountant Qualification
	
	
	

	
	Able to meet the entry requirements of the qualification and to attend and undertake the studying and coursework required to complete the course
	
	
	

	
	Willingness to undertake in-house training specific to the job role
	
	
	

	Qualification requirement

	Any relevant qualification
	
	
	

	A - Application
	AC – Assessment Centre
	D – Documentary
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