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Job Description Responsible Financial Officer (RFO) 7 hours per week.

Some additional hours may be required at busy times of the financial calendar.

Some home-working is available but the position is expected to be mainly office-based.
Flexibility is needed as attendance at some evening meetings is a requirement of the role.

Overview of the Responsible Financial Officer Role
As responsible financial officer, you will: 
· Lead the financial management of the council, ensuring compliance with statutory regulations and best practices. 
· Prepare budgets, oversee VAT accounting and claims, produce financial reports for meetings.
· To oversee the monthly payroll function. 
· Responsibility for all HMRC & Pension matters including monthly payments and input to GMPF I-connect and Pension Regulator Returns/Compliance. 
· Support procurement and contract management processes. 
· Advise on financial strategy and contribute to medium-term financial planning. 
You’ll work closely with the Clerk, internal and external auditors at year end and contribute to the strategic direction of the Council.


Details of the Responsible Financial Officer Role
This job description serves to illustrate the scope and responsibilities of the role and is not intended to be an exhaustive list of duties which may be required. 
Management of Financial Affairs 
1. To manage and monitor the Council’s budget expenditure and income and provide Council and Committees with regular reports under each heading in the approved operational budget monitoring report and capital budgets. 
2. To advise the Council regarding investment funds. 
3. To produce the draft annual budget, annual precept proposal and annual statement of accounts for approval by the Council. 
4. To ensure that adequate financial security and internal financial and accounting controls are in place and periodically reviewed, and the accounting records of the Council are maintained and kept up to date in accordance with proper practices. 
5. To jointly work with the Clerk to ensure that appropriate financial risk assessments are undertaken, and relevant internal controls whilst ensuring that the Council gets best value for money on new contracts. 
6. To jointly work with the Clerk to ensure that appropriate and adequate insurances are maintained for the Council and claims are processed. 
7. To maintain the Council’s asset register and equipment inventory of Council property. 
8. To supply information and complete returns timely to internal and external auditors. To ensure that audit reports and recommendations are presented to the Council and that statutory external audit requirements are timely completed each year. 
9. To assist the Clerk in ensuring financial compliance with Financial Regulations and Standing Orders and recommend any necessary amendments to the Clerk. 
10. To prepare for timely approval the statutory external audit requirements for records, returns and public notices for the annual audit. 
11. To assist the Clerk with procurement and service level agreements
12. To advise and assist the Clerk on the raising of funds by way of grants and sponsorship etc. 
13. To ensure all surplus Council funds are invested securely and to maximise income. 
14. To produce any financial management information and reports required by the Clerk for the Council or its Committees. 
15. To maintain records relating to the procurement of goods and services and ensure sufficient internal controls are implemented.
16. To ensure that the requirements of the Bribery Act are complied with. 
17. To ensure there are sufficient funds available at any given time to enable financial commitments to be met. 
18. To complete all necessary VAT returns/claims in accordance with Financial Regulations. 
19. To monitor use of the bank card and carry out bank reconciliations in accordance with Financial Regulations. 
20. To process the Rochdale United Charities’ Return, be responsible for processing grant payments, cash book maintenance, bank reconciliations and prepare periodical reports for the trustee meetings.

General 
1. To attend, if requested, Full Council meetings. 
2. To attend the Finance Committee meetings.
3. To provide support to visiting members of public, customers and councillors where appropriate.
4. 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. 
5. To undertake all relevant correspondence in connection with the responsibilities of the post. 
6. To undertake training associated with the work and role of Responsible Financial Officer as required and authorised by the Clerk/Council. 
7. To undertake such other duties commensurate with the level of the post and job purpose as required by the Clerk from time to time. 







image1.wmf
 

SADDLEWORTH  


