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Job 
Description

	Post Title:

Responsible to:

	Business Support
Finance Officer

	
	The duties and responsibilities set out below are not exhaustive. You may be required to carry out other reasonable duties within your capabilities as required and instructed, should the need of the Council require it.

	About us

	Workington Town Council (WTC) is the grass roots council, serving the people of Workington. The Council has many responsibilities to the people of Workington which includes organising an annual events programme, managing allotment sites and play areas. As well as working with organisations and groups to enhance the lives of those within the town. The Council also owns a number of open green spaces.  

	Job Purpose
	Duties will include providing support to the Chief Officer and Finance Officer, assisting in daily office needs, managing general administrative activities and working on Council projects. The role will also involve implementing databases and filing systems required by the Council. 

	Grade
	£23,114 - £25,119 (SCP 4-9) pro rata, depending on experience.
Permanent contract, following a satisfactory 6 month probation period. 
Part time 25 hours per week. 


	Pension
	You will be enrolled in the Local Government Pension Scheme.

	Employment base
	You will be based in the Workington Town Council Community Centre on Princess Street. 

	Main Duties and Responsibilities
	· To develop and maintain the Council’s allotments database.

· Updating the Council’s websites

· Assisting with the Council’s social media channels

· Preparation of documents for Council meetings 

· Assisting in the preparation of reports

· Answering and directing phone calls 
· Writing and distributing emails and letters

· To develop and maintain the Council’s filing systems

· To undertake research on behalf of the Council where required 

· To ensure that all work undertaken is done so in a safe manner and in accordance with relevant approved codes of practices.

· To carry out any other duties which fall within the broad scope, levels and purpose of this job description.

	Other responsibilities
	· A ‘can-do’ attitude, including a willingness to work flexibly and to support the wider organisation and its goals. 

· Excellent attention to detail and organisational skills.

· Ability to multi-task and prioritise workload.

· Maintain effective communication within the department and ensure that the Chief Officer is kept informed of any problems or queries that have arisen.

· Ability to work efficiently on an independent basis as well as within a wider team.

· Ability to work in many varying locations around Workington.
· To help other staff when requested.
· The ability to work flexibly and under pressure - sometimes with limited notice.  
· To carry out any other duties that may be reasonably requested by the Chief Officer or Finance Officer.


Skills and Knowledge Required:
	Criteria
	Essential**
	Desirable

	Education and Qualifications


	· Good general standard of education including English 
and maths


	· Relevant qualification to NVQ level 2


	Knowledge and experience


	· Proficiency in Microsoft Office including Word and Excel.
· Working knowledge of office equipment 
	· Proven experience in a relevant field of work



	Job related skills


	· Flexible Attitude

· Good communication skills in a challenging environment
· Excellent time management skills and the ability to prioritise work
· Self-motivation and initiative

· Strong organisational skills and the ability to multi-task
· Willing to undertake any training required for the post
	


Personal Competencies:

	1. Health and Safety


	· Will comply with the Council’s health and safety policies

· Takes care of own health and safety and that of others 

· Challenges unsafe practices or behaviours


	2.Equality and Diversity


	· Will act in accordance with the Council’s equal opportunities policy 

· Avoids language, actions and behaviours which may be considered discriminatory or cause offence or discomfort

· Challenges discriminatory practices or behaviours

· Respects diversity by listening to and being positive about alternative contributions 


	3. Team working
	· Is tactful, patient and courteous with all team members

· Supports and helps others when necessary

· Is actively involved and committed to the achievement of team objectives



	4. Communication
	· Communicates clearly and with confidence

· Listens actively, asks questions, clarifies points and checks understanding

· Presents information in a way that promotes understanding

· Observes confidentiality


	5. Delivering Results
	· Focuses on outcomes

· Organises own workload to meet deadlines and objectives

· Delivers results to cost, time and quality 

· Knows when and where to seek additional information and advice

· Uses a structured and logical approach


	6. Self-management and development 
	· Keeps relevant knowledge and expertise up to date

· Is not afraid to admit to mistakes or lack of knowledge

· Has a positive and resilient approach

· Is conscientious and committed to see tasks through 

· Does not give up despite setbacks 

· Pays attention to self-development
· Welcomes and acts on personal feedback


	8. Handling

 Information 
	· Compiles clear and accurate information

· Keeps records up to date

· Maintains confidentiality

· Uses IT effectively

· Will safeguard and handle Council data in accordance with legal requirements and local procedures. 



	9. Behaving ethically
	· Knows and complies with relevant rules and legislation

· Is open, yet diplomatic, with others

· Demonstrates integrity and fairness 
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