MORAY COUNCIL
JOB DESCRIPTION
	(1)	JOB IDENTITY

	POST TITLE:
	Accountant
	DEPARTMENT:
	Financial Services

	SECTION:
	Accountancy
	LOCATION:
	HQ/Home

	REPORT TO:
	Senior Accountant
	
	

	GRADE:
	Grade 9
	POST NO:
	



	(2)	JOB PURPOSE AND WAY OF WORKING

	Accountants are responsible for the provision of the core components of a comprehensive Accountancy Service and providing a business partner relationship to all areas of the Council: including the supervision and development of accountancy staff.  
 
Areas include Departmental Revenue and Capital expenditure, Common Good, Trust Funds, and other bodies connected to the Council.  

Specific areas of responsibility will be allocated by the Management Team and may be changed periodically.




	(3)	MAJOR TASKS

	3.1 Annual Accounts.
3.2 Financial Plan.
3.3 Revenue Budget Monitoring.
3.4 General financial service to Departments 
3.5 Statistical Returns and Grant Claims
3.6 Capital Accounting, Loans Pool Accounting, and Income Assessments.
3.7 Operational line management, supervision and development of staff.




	(4)	REPORTING RELATIONSHIPS (This job indicated by *)

	

	
	Chief Financial Officer 
	

	
	

	
	Service Managers
	

	
	

	
	Senior Accountants
	

	
	

	
	Accountants*
	

	
	

	Senior Accountancy Assistants 
	Trainee Accountant

	Accountancy Assistants

	

	
	



	
	Accountancy Technicians
	

	



	(5)	DUTIES TYPICALLY INCLUDE

	
5.1 Annual Accounts
5.1.1 Production of the information for the Annual Accounts within the agreed timetable, ensuring compliance with accounting standards.
5.1.2 Preparation of allocated components of the Annual Accounts to enable statutory deadlines to be met.
5.1.3 Completion of schedules required for their area of responsibility, including audit files and notes.
5.1.4 Ensuring the completeness and accuracy of year-end financial information for their area of responsibility.
5.1.5 Completion of various statutory and non-statutory returns.

5.2 Financial Plan
5.2.1 Preparation of the Estimated Actuals.
5.2.2 Provision of other information for Financial Planning as requested.
5.2.3 Assistance to Departments in preparing budget submissions.
5.2.4 Ensuring the integrity of financial information produced for their service area.
5.2.5 Implementation of the Council’s approved budget at service level, as directed by the Senior Accountant.


5.3 Revenue Budget Monitoring
5.3.1 Co-ordination of the production of Budget Monitoring information to Budget Managers.
5.3.2 Provision of information and advice to Budget Managers, Senior Managers and Members to allow effective budget management.
5.3.3 Ensuring the integrity of financial information produced for their service area.
5.3.4 Advising Budget Managers and Senior Managers on budget matters, financial statements and financial regulations.
5.3.5 Delivery of Budget Monitoring and adhoc training to Budget Managers.

5.4 General Financial Service
5.4.1 Provision of financial information and advice to departments, including advice on interpretation of Financial Regulations and other internal regulations, Following the
5.4.2 Public Pound, Scottish Government and approved Accounting regulations and policies.
5.4.3 Ad hoc project work as agreed with Senior Accountants; identification of project work needed and liaison and advice regarding this.
5.4.4 Preparation of Options Appraisals and Business cases as agreed with Senior Accountants.
5.4.5 Provision of information for Efficient Government/Best Value Reviews and other initiatives on request.
5.4.6 Ensuring the integrity of financial information produced for their service area.

5.5 Statistical Returns and Grant Claims
5.5.1 Delegation, review, and completion of Statutory and Non-Statutory Statistical Returns and Grant Claims. 
5.5.2 Provision of statistical information to departments to enable them to complete returns, KPI’s, PI’s.

5.6 Capital Accounting, Loans Pool Accounting, leases and Income Assessments (Service Specific)
5.6.1 Liaison with appropriate officers to ensure the Asset Register meets all accounting requirements. 
5.6.2 Provision of information for Capital and Depreciation Charges for Revenue Budget, Annual Accounts and Statistical Returns.
5.6.3 Maintenance of accounting records for the Loans Pool; calculation of Loan Charges and Interest on Revenue Balances for the Revenue Budget, Annual Accounts and Statistical Returns.
5.6.4 Provision of information to Senior Management.
5.6.5 Maintenance of accounting records for Operating Leases.
5.6.6 Assessment of Income for Grant applications as required.

5.7 Management and Supervision of Staff
5.7.1 Plan, assign, and review work of Assistants and Technicians.
5.7.2 Motivate, manage, train and develop Assistants and Technicians.
5.7.3 Carry out ERDPs for Assistants and Technicians.
5.7.4 Liaise with Senior Accountants to ensure SIP targets are achieved.
5.7.5 Liaise with Senior Accountants to ensure corporate objectives achieved.
5.7.6 Other duties as agreed with the Senior Accountants.

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.





MORAY COUNCIL

PERSON SPECIFICATION

Post:					Accountant

Department:				Financial Services

Date Specification Completed:	June 2026


Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview

	
ATTRIBUTES

	
ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	
DESIRABLE
The attributes of the ideal
 candidate

	
(1)   Experience


	
A proven UK accountancy work experience 
	
Local Government experience 

	
(2)   Education and
       Qualifications*

	
Fully qualified CCAB or CIMA Accountant
	


	
(3)   Skills/abilities (general)




	
Ability to interpret, apply and explain technical policies, procedures, guidance and legislation.

Strong written and oral communications skills and an ability to deal effectively with queries and provide advice.

Self-confident and self-motivated.

Computer literate with a strong working knowledge of Microsoft Excel, Word and Outlook.

Excellent organisational and time management skills.

Strong customer focus.

You will be expected to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the service.  Due to the rural nature of Moray this is normally undertaken by use of a car/van.

	
Experience of presenting technical data.

	
(4)  Skills/abilities (specific
       to the post)




	
Committed and able to work under own initiative with minimum supervision.

Ability to manage workload, address conflicting priorities, meet deadlines (statutory and internal) working to a high degree of accuracy.

Politically sensitive and astute.

Ability to write clear, concise and easily understandable reports for Senior Officers and Members.

Experience of working under pressure and delivering work to deadlines.

Ability to establish confidence, credibility and trust.

Ability to contribute to the development of financial policies.

	
Experience of building effective relationships with senior officers, Members, outside organisations at meetings.

	
(5)   Inter-personal and
       social skills

	
	
	



	
A flexible can do approach to new working practices and technology.

Appreciation, acceptance of and commitment to the importance of confidentiality.

The ability to motivate and monitor staff.

	

	
(6)   Working Environment
       And Physical 
       Demands
	
Work under pressure to tight deadlines

Ability to work in a shared office

Ability to work flexibly to meet the needs of the service

Ability to work in different offices dependent on service requirements

	



*  Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?						NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)		NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults) 	NO
Satisfactory pre-employment medical screening required?                                    	            NO

