SEFTON COUNCIL – PEOPLE DIRECTORATE
JOB DESCRIPTION

	Post:
	Finance Assistant  

	Post Number:
	16208
	Gauge Reference:
	A1754

	Team:
	Community Equipment Stores

	Location:
	Aintree Racecourse Industrial Estate

	Grade:
	E


	Responsible to:
	Finance and I.T. Supervisor

	Responsible for:
	N/A


JOB PURPOSE

Assist in providing an effective efficient equipment loan service to clients who have a physical disability or sensory impairment.  Assist all partner organisations in the monitoring and maintenance of all financial records, in accordance with the department’s policies and procedures.
MAIN DUTIES

1. In conjunction with the Finance and I.T. Supervisor, monitor and maintain all budgetary and financial systems in line with the organisation’s financial regulations.

2. Work with the stores’ staff to ensure all stock movement is accurate and is kept up-to-date on the Equipment Loans Management System (ELMS) database.

3. Raise and process purchase orders, requisitions, deliveries and associated invoices to other departments, suppliers and external organisations.

4. Liaise with suppliers in relation to stock items, delivery dates and all other enquiries.

5. Generate reports as required, including reports for monthly performance indicator information.

6. Maintain the stores’ database recording all stock movements and ensure all item records (including all delivery notes) are kept accurately and are up-to-date. 
7. Maintain financial spreadsheets for the Service.

8. Analyse and assist in forecasting all equipment requirements for the financial year.

9. Ensure that all incoming mail and purchase orders are correctly processed and circulated as necessary.

10. Provide administrative support for the Specialist Equipment Panels, including liaison with practitioners as required.

11. Monitor stock levels daily, generate low level stock reports, identify potential stock problems and recommend solutions to supervisors as appropriate.

12. Set up and maintain files, records and monitoring procedures, including the input/amendment of data on computerised systems for all budgets.
13. Advise staff as required on administrative and financial procedures.

14. Provide training for referrers on the ELMS Online Access Module (OAM).

15. Provide assistance in the maintenance of all budgetary and financial systems, including the investigation of variances, in line with the Authority’s Financial Regulations and Accounting Instructions 1995.

16. Provide assistance in the annual stock take of equipment, as required.

17. As a team member, co-operate and assist in tasks to ensure the smooth running of the service at all times, including attendance at meetings as required.
18. Ensure that client information data is lawfully gathered, accurate, up-to-date and only divulged in accordance with GDPR and the local government common law duty of confidentiality.  Failure to apply these duties can lead to the individual or the Department facing court proceedings.

OTHER

There is an expectation placed on all newly recruited employees to achieve the appropriate level of NVQ at the first possible opportunity.

GENERAL

This job description is a representative document.  Other reasonable similar duties may be allocated from time to time, commensurate with the general character of the post and its grading.

All employees are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture.

Date:


30 July 2019

Prepared By:

Peter McMahon

Designation:

I.C.E.S. Manager
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