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JOB DESCRIPTION

Job title:



Trainee Accountant 
Grade:




Year 1 - Grade 4
Year 2 – Grade 5

Year 3 – Grade 6

Directly responsible to:

Financial Accountant
Directly responsible for:

N/A
Location:
Office of the West Midlands Police and Crime Commissioner, Lloyd House, Birmingham
Job Purpose:

The Trainee Accountant will undertake the responsibilities of the role of Accountancy Assistant in the first year of their Apprenticeship. The role purpose is to learn aspects of financial and management Accounting and the wider finance functions of accounts payable, receivable, payroll and procurement to enable them to undertake a more senior finance role upon completion of their training and CIPFA examinations. They will provide support to and add value to the finance department to maintain financial administration and control. 
This is a politically restricted post.
	Main duties and responsibilities:

· The completion of all activities relating to month and year end reporting. 

· The preparation of journals and reconciliations. 

· Checking the integrity of data and processing code corrections as and when required. 

· To provide basic analysis of data where required on areas of pay and non-pay costs.  

· To provide support on areas of activities that cross both finance and the Shared Services function. 

· Preparation of statutory returns. 

· Support the preparation of the statutory accounts via the review of transactional data, investigating variances and preparing working papers.

· Support the budget setting process via data collection preparatory work.
· Ad hoc payments and recharges.
· Any other duties commensurate with the role. 

· Successful completion of Chartered Institute of public Finance and Accountancy (CIPFA) qualification within 3.5 years of joining the OPCC. In year 1 this is the completion of the CIPFA Certificate in Management and Financial Accounting.
· Supporting the Financial Accountant to ensure that financial results are clearly communicated, by providing detailed timely analysis regarding actual results and forecasts, proposing options to ensure that the force achieves its operational goals. 

· Support the annual budget setting process and longer-term financial planning, via the analysis of service area budget proposals, to ensure that budgets and savings plans are robust. 

· To support the Financial Accountant to track and monitor project spend to ensure that projects are delivered to time and budget.
· Perform reconciliations of feeder systems to ensure sub-ledger data is appropriately represented on the balance sheet.

· Perform transactions in the Fixed Asset system to maintain an accurate Asset register.

· Assist with validating grant claims and data returns. 

· Prepare monthly balance sheet reconciliations analysing and investigating variances and abnormal balances in a timely manner.

· Work with the Shared Services team to ensure the integrity of data within sub-ledgers. 

· Providing and helping to develop the supporting information given to the Financial Accountant for monitoring.

· Assist with ensuring data, analysis, reconciliations and supporting evidence are available for auditors within a timely manner. 

ADDITIONAL RESPONSIBILITIES IN YEAR 2:

· Supporting the Financial Accountant in providing support and advice on all financial matters.
· Work in partnership with financial accountant to ensure that financial and workforce information is recorded and controlled in an efficient manner.
· Completing all relevant journals and reconciliations, as well as checking and challenging submissions from the business, ensuring the production and dissemination of accurate and timely financial data.

· To support project business cases by providing the detailed costings as and when required. 

· To oversee the completion of all statutory returns.
· Ensuring compliance with relevant accounting standards and technical updates. 

· Undertake period end closedown activities. 

· Assist with designing and implementing internal system controls (preventative and detective) to provide quality assurance over financial data.

· Reviewing and maintaining financial systems policies and procedures.
· Troubleshooting and fixing finance related system issues.

· Completion of CIPFA Diploma in Financial Management and Audit.
ADDITIONAL RESPONSIBILITIES IN YEAR 3:

· Building strong relationships with the budget holders and force groups  by leading meetings with budget holders in order to influence and deliver value for the OPCC. 

· Support the development of analytics that track operational demand and the investment of financial resources by undertaking specific project work in this area.
· To deputise for the Financial Accountant as and when required. 
· To share knowledge and good practice across the finance team.
· Assisting with the completion of the Whole Government Accounts (WGA). 

· Assisting with the production and reporting of the periodic financial accounts, including year-end statutory accounts, in a consistent and timely manner.

· Assist with coordinating the OPCC closedown process, resolving any potential issues, preparing year end instructions and timetable and assisting with any necessary briefings and training. 

· Training and supporting finance team members in the use of financial systems and procedures.

· Provide training to budget holders and others in the wider organisation who need to use the finance systems. 

· To simplify tax processes where possible to ensure that they are efficient and effective. 

· Ensuring that policies and procedures on taxation are adequately documented and communicated. 

· Supporting delivery of tax training to the business.
· Completion of CIPFA Diploma in Governance, Risk and Taxation and CIPFA Diploma in Financial Management, Reporting and Business Change. 
  Key Stakeholders

· External /internal audit

· Budget holders
· OPCC Accountant

· WMP Finance Department

· Chief Finance Officer


	Other responsibilities:
· Support the Police and Crime Commissioner, Deputy Police and Crime Commissioner (DPCC) and Chief Executive to ensure compliance with the framework for knowledge management to support effective decision making. 

· Provide excellent customer service.

· Build, maintain and manage effective and influential relationships with a wide range of colleagues in other organisations locally, regionally and nationally.

· Represent the PCC, DPCC and office to contribute to discussions at multiagency meetings/conferences/events.
· Support the delivery of ad hoc projects that contribute to achieving the priorities of the PCC and DPCC.
· Support the development of programmes and projects and initiatives and ensure the delivery of required outputs and outcomes.
· Support the implementation of change programmes.

· Take responsibility for personal and professional development and maximise own resources in a way with reflects the values of the OPCC.

· Work closely with the other colleagues to improve operational practices and effectiveness.

· Comply with the framework for knowledge management to support effective decision making.

· Ensure compliance with all OPCC policies, procedures and practices.

· Undertake projects/activities as required working across a range of functions within the OPCC.

· Promote diversity and racial equality, ensuring that all activities and matters have proper regard for equality and diversity issues.

· Undertake additional duties as are reasonably commensurate with the level of the post.


Person Specification
	FACTORS
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications
	· The post holder will be educated to degree level or have an Association of Accounting Technicians (AAT)  level 4 finance qualification and a minimum of 2 years suitable work experience in a finance role. The post holders degree can be in any discipline.


	
	Application form

	Experience
	Experience of (or demonstrable ability):
· Experience of industry standard accounting systems and Microsoft Office components.
· The post holder will be educated to degree and the degree can be in any discipline. The post holder will be able to evidence understanding of financial and management accounting from their qualification


	Experience of:
· Previous experience working in a finance role or within a finance department
	Application form

Interview

	Knowledge and skills
	· Knowledge of industry standard accounting systems and Microsoft Office components.
· Analytical and judgement skills – ability to question financial information and draw conclusions 

· Planning and organisational skills – ability to organise own workloads and meet the needs of the team.  

· Excellent interpersonal skills – effective verbal and written skills

· Driven to deliver with enthusiasm – highly motivated and proactive approach to working including a strong desire to meet deadlines and deliver quality work. 

· Ability to work 
· collaboratively to achieve shared goals – business focused and flexible when meeting operational needs and expectations. 

· Strong focus on customer relationship skills. 

	
	Application form

Interview



	Personal Qualities
	· Proactive ‘self-starter’

· Ability to seek out innovation and creative solutions

· Ability to work on own initiative 

· Ability to work as part of a team to achieve objectives

· Political sensitivity and astuteness

· Promote diversity and racial equality

· Commitment to continuous professional development

	
	Interview
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