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JOB DESCRIPTION


Post:	
Finance Officer 

Grade:
National Joint Council SCP 14 – 18 (£29,540 – £31,537 per annum FTE) 	Comment by Jessica Willis: Please see table below with current NJS spinal point and the minimum wage - other similar roles in Town Councils for example are NJC scale 24-28 	Comment by Mark Wells: The finance role I don’t see changing a great deal, yes the volume of transactions will no doubt increase, but the level of responsibility is likely to remain fairly static.	Comment by Jessica Willis: For someone aged 21 or over working 37 hours per week on the UK minimum wage, the annual salary would be £23,490.84. 
Responsible to:
Town Clerk & Responsible Financial Officer 
Hours: 
25 hours per week (including some evening meetings)

Job Description date: 
November 2025

Town Council & Job Purpose
Bovey Town Council plays a vital role in enhancing the quality of life for residents by providing and maintaining local services and amenities. The Council is responsible for managing community assets such as parks, cemeteries, allotments, and public spaces, and plays a key role in planning, local events, and community engagement.
The Finance Officer will support the Town Clerk and Responsible Financial Officer (RFO) in managing the Town Council’s financial operations, ensuring compliance with statutory requirements and best practice.

This will include: 
· To support Councillors and the Town Clerk/RFO by providing accurate financial information, advice, and reports.
· To serve as Clerk to the Finance, Resources and General Purposes Committee, ensuring effective administration and record-keeping.
· To provide cover for the Responsible Finance Officer (RFO) during periods of absence, ensuring continuity of financial duties. 
· To ensure that excellent customer care standards are maintained in all interactions.



Main Duties and Responsibilities 
· Assist the Town Clerk/ RFO in managing the Council’s financial arrangements to ensure public funds are effectively safeguarded.
· To Clerk the Finance, Resources and General Purposes Committee: prepare agendas, supporting papers, and minutes.
· Manage day-to-day financial operations including investments, banking, payments, invoices, refunds, and reconciliations.
· Ensure compliance with the Councils Financial Regulations and relevant legislation.
· Prepare and maintain financial records in accordance with legislation and Council policy.
· Prepare and complete statutory returns as required including end of year return, liaising with the Town Clerk/ RFO for review prior to submission.
· Support and deliver on grant applications, fundraising initiatives, and income generation.
Financial Reporting: 
· Assist the Town Clerk/ RFO in preparing draft budget estimates for Council consideration.
· Ensure correct handling of VAT requirements for invoices raised and receipts received.
· Management of payroll and accounts. 
· Complete monthly payroll, liaising with HR and the payroll provider to ensure accuracy of salaries, PAYE, NI and pension arrangements. 
· Ensure all required payments are made to the Pension Authority and HMRC, and accurate reporting to the Pension Administrator. 
· Assist with the Annual Return and audit process, including publication of statutory notices.
· Support with the preparation of budgets, financial forecasts, and monitoring reports.
· Produce and present financial reports for Council and committees.


Financial Systems:
· Use the Council’s financial management software to ensure that timely and accurate financial statements can be produced at all times. 
Advisory support:
· Foster a positive and collaborative working environment within the wider team.
· Establish and maintain good working relationships with Councillors, colleagues, voluntary groups, churches, community organisations, local authorities, and other relevant agencies. 
· Provide advice and support to elected Members and Committees of the Council as required.
· Advise the Town Clerk and Councillors on financial implications of Council decisions.
· To identify areas where best practice, income generation and cost saving initiatives can be implemented liaising with the Town Clerk / RFO.
General:
· Undertake training as required to support professional development.
· To be responsible for security of premises, including safe custody of premises keys, safe keys, and setting of security alarm when necessary.
· Bovey Town Council’s staffing structure is small and multi-disciplined. Roles are flexible in nature, and other duties allocated by the Town Clerk will be undertaken as required that commensurate with the role and level of experience.
· The role will include evening meetings. 
· Uphold and promote the Council’s values and behaviours in a professional and responsible manner. 
· Ensure the public receives a professional and courteous service, maintaining the Council’s reputation for commitment to its community.
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