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JOB DESCRIPTION

1.
Post Title:
Head of Finance and Corporate Services
2.
Responsible to:
Chief Executive 
3.
Responsible for:
Corporate Services Officer, Finance & Admin Officer and Corporate Services Assistant
4.
Salary Grade:
Principal Officer 2/3 (SCP33-43)
5.
Job Summary:
To Assist the Chief Executive with the discharge of the Responsible Financial Officer responsibilities and the day to day running of the Corporate Services Team. To act as proper officer in the absence of the Chief Executive.
6.
Functional Relationships
(i)
Internal –financial strategy and policies, the Management Team with regard to financial and corporate services issues and all staff on pay and pensions.



(ii)
External – with members of the public, funeral directors, customers, suppliers, auditors, Finance Key Area Group Members, councillors, statutory authorities and bankers.
7.
Key Responsibilities 

Financial
1)
To ensure the Council’s finances are effectively managed in accordance with the Council’s Financial Standing Orders and regulations and to forward any recommended changes Via the Chief Executive to the Finance Key Area Group (KAG).
2)
To advise the Chief Executive and Council on its financial strategy and policies.

3)
In conjunction with the Chief Executive, prepare and advise on the annual estimates of income and expenditure for revenue services (Revenue Budget) and advise on the capital budget programme.
4)
In conjunction with the Chief Executive, administer the Council’s financial investments reporting as necessary to the Finance KAG.
5)
To provide the Chief Executive and the Finance KAG with a regular monitoring statement of income and expenditure incurred under revenue and capital budgets.

6)
To assist in the production and publish the Annual Return in accordance with the requirements of the most recent Accounts and Audit Regulations.
7)
To manage staff payroll, National Insurance contributions and the Local Government Pension Scheme and ensure salary payments are made by the 20th of each month.

8)
To assist the Chief Executive by completion of all statutory and financial returns including Pay As You Earn, National Insurance, Value Added Tax, and Pension Scheme. In addition statutory returns for Sidney West CIO, Burgess Hill Community Partnership CIC, Beehive CIO and any other organisations that the Council may from time to time create. 
9)
Co-ordinate all audit requirements, both internal and external.

10)
To undertake in-house probity checks, such as stock checks, petty cash, franking machine, etc.

11)
To undertake and consolidate financial and non-financial risk assessments and, in conjunction with the Chief Executive, report the findings of such assessments and (where appropriate) recommendations annually to Council and, if required, to forward for examination by the external auditors.
12)
To provide a full financial accounting function for the Sidney West Centre charity, The Burgess Hill Community Partnership CIC, Beehive CIO and any other organisations that the Council may create from time to time including the completion or periodic management information to the Trustees and submission of all associated statutory returns to the appropriate authorities.

Corporate Services
13)
To manage the staff of the corporate services team.

14)
To be responsible for the administration side of the Town Council’s burial ground including liaison with bereaved families and funeral directors, and to maintain an accurate system of recording interments including all associated supplier, customer, internal and statutory paperwork.
15)
To be responsible for the management of the Town Council’s telephone and IT requirements.
16)
To be responsible for the administration side of the Town Council’s community facilities (currently Sidney West, Worlds End, 38 Church Road, Council Chamber), including the maintenance of a facility booking system, liaison with trustees, current and potential hirers and on-site handovers.
17)
To co-ordinate and respond to GDPR and FOIA enquiries in liaison with management team members. 
18)
To be responsible for the maintenance and administration of the Town Council’s website and to ensure content is up-to-date and accurate. 
19)
To produce the financial information for inclusion in the Annual Town Report. 
20)
To contribute to the Corporate development and management of the business of the Town Council through processes such as Corporate Planning, Project Planning, Operational and Strategic Management Team Meetings.

21)
To recognise and be aware of the requirements of the Health and Safety at Work Act as well as Fire and Safety regulations and ensure that these are observed and regularly carried out.

22)
To undertake such other duties as may be reasonably required by the Council.
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