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r Job Title Here

	About Aberdeen City Council

	Our purpose is to ensure the People and Place of Aberdeen prosper and to protect the People and Place from harm.  
The Local Outcome Improvement Plan 2016 – 2026 (LOIP) identifies how Aberdeen City Council, together with our Community Planning Partners, will tackle the key issues facing our city to ensure Aberdeen is a place where all people prosper.  The LOIP sets out our shared promises to the people of Aberdeen:  
· Prosperous Economy - Aberdeen has a flourishing, thriving and successful local economy. 
· Prosperous People - People in Aberdeen are happy, healthy and enjoy positive life outcomes. 
· Prosperous Place - People experience Aberdeen as the best place to invest, live and visit. 
· Enabling Technology - Innovative, integrated and transformed public services.

To deliver our promises to the city of Aberdeen, our focus is on:  
· Empowering staff to meet priority outcomes aligned to the determinates of good health 
· Empowering the communities we serve to be self-sufficient 
· Early intervention and prevention of harm to the people, place and economy of Aberdeen 
· Connecting with citizens, customers and partners through our use of digital 
· Using data and information to help us understand the demand on the Council and how we can better improve outcomes 
· Being entrepreneurial - creative and innovative in how we do our business. 

We count on our employees to be enthusiastic and proactive public servants, who are committed to our purpose and motivated to make a positive and lasting difference to the city and its people. 
 
Aberdeen City Council is arranged into three functions, two of which are aligned to the wider determinates of good health and the final function focussed on good governance. Each function is divided into clusters, and within each cluster are service areas/teams.   Teams from across the Council prioritise working together with local and regional partners to ensure a collective focus on improving outcomes for our citizens in keeping with the wider determinates of good health. 


	About the Corporate Services Function 

	The Corporate Services function helps the Council to perform its duties in providing high quality services to citizens, staff and our elected members, while also managing the financial and regulatory risks involved. It brings together services that support strong governance and financial stewardship across the council and enables the council to modernise its services through the use of digital technology, data and research, legal and procurement expertise.
This function is also essential for the council to reach its strategic objectives by giving the required support and infrastructure that allows data driven decisions to support the political direction set by elected members. Through engagement activities, diversity & inclusion, ease of contact and assurance led transactional services for staff and citizens, with the focus on digital transformation, skills and platforms underpinning all of these. 

	About the Finance Cluster

	The Finance team, purpose is primarily ensuring that the Council delivers on its duty to have proper financial administration in place, and the Chief Officer – Finance fulfils the statutory role, as required by the Local Government (Scotland) Act 1973, section 95.
The Finance cluster deals with not only the accounting and financial affairs of the General Fund and Housing Revenue Account and the associated capital programmes, it also administers and accounts for the largest Common Good (value £118m as at 31/3/24) in Scotland and a range of Charitable and Non-Charitable Trusts, these have been rationalised in recent years but total value is not insubstantial at £11.4m as at 31/3/24.
The Council has a number of Group Entities and undertakes regular assessment of the financial position of each.

	About the Process & Controls Team

	The team manage a range of tasks to strict deadlines and accuracy must be assured. The role provides a range of financial services – including timely and accurate reconciliation of the council’s bank accounts, reconciliation of source systems to the general ledger and suspense accounts, and supporting the financial aspects of the cash receipting function and complex financial tasks for services across the council.





	
About the Role

		Job Title
	Finance Support Assistant

	Pay Grade
	G9

	Job Family
	Information Services
	Location

	Marischal College



The post holder will undertake a range of financial tasks to support the accurate financial controls of the council. The post holder will work within established processes in system operations, reconciling, maintaining & updating financial records to provide an accurate and informed financial support, in accordance with legislative and policy requirements




	

	Key Outcomes and Task Examples

	The post holder will deliver the following outcomes: 
	Examples of related tasks:

	Undertake a range of financial tasks 
	· Reconciliation of source systems to general ledger
· Competent in the use of council’s computerised financial systems
· Investigating and resolving queries


	Provide and analyse financial reports
	· Liaise closely with internal and external customers to provide a high level of financial information, advice and customer service to budget holders and staff who collect income.
Provide information to all parties in a format that would be easily understood to non-financial parties

	Manage relationships 
	· Liaise professionally with both internal and external customers
· Show a great deal of empathy when dealing with difficult circumstances





	Prioritise work to achieve deadlines
	· Ensure deadlines are met to agree with Service Level agreements of both the team and corporately



	Support the delivery & documentation of standard, efficient, controlled and effective processes  
	· Support staff across the council to understand financial systems and processes, providing basic training.
· Actively promote continuous improvement across the team. Support the development of a service culture within the team and support initiatives, from the Team Leaders, to develop the Finance services





	Role Requirements  

	This section includes what the post holder needs to carry out the role or, for recruitment purposes, enables applicants to decide whether they meet these requirements.

	Minimum Qualification(s) / Certificates / Memberships etc. required


	· Standard Grades or equivalent


	As a minimum, demonstrate skills and experience in
	· Ability to work to deadlines
· Ability to communicate with all levels of staff/clients both orally and written
· Ability to work on own initiative
· Office experience of a financial nature
· Proven prioritising skills and ability to work within a team
· Ability to work on own initiative.
· Computer literate (Excel, Word and PowerPoint).  
· Capability of operating financial systems and reporting packages
· Numerate with ability to calculate and interpret financial information
· Proven communication skills both orally and in writing
· Ability to create confidence in own ability with customers and colleagues.



	As a minimum, demonstrate an understanding of

	· Financial/Accounting concepts
· Customer service
· Having undertaken financial transaction based tasks
· 

	Demonstrate commitment to
	· Work as an effective and flexible member of a finance team 
· Establish and maintain good working relationships internally and externally across a range of grades and technical abilities
· Operate a range of financial systems and system reports
· Assess competing priorities and establish a methodology for their solution
· 

	Other requirements
	



	[bookmark: _Hlk15307435]Our Guiding Principles

	We are all responsible for the culture we work in, and our Guiding Principles help guide what we expect from each other:

	Purpose 
	We care about our purpose, our people and our city

	Pride
	We take pride in what we do and work to make things better

	Team
	One team, one council, one city

	Trust
	We trust each other and take responsibility

	Value
	We value each other and recognise a job well done


	Job Profile Version Date

	Dec 2025
	Job Evaluation Number
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This job profile provides indicative information about outcomes, tasks and activities that may be undertaken as part of this role.  It is not intended to be an exhaustive list due to the need for agility and flexibility in our workforce and to be responsive to change and meet business needs.
JP Template: 2024
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