MORAY COUNCIL

JOB DESCRIPTION


	
(1) JOB IDENTITY


	
	
	
	

	POST TITLE:
	Accountancy Assistant
	DEPARTMENT:
	Financial Services

	
	
	
	

	SECTION:
	Accountancy
	LOCATION:
	HQ/Home

	
	
	
	

	REPORT TO:
	Accountant
	
	

	
	
	
	

	GRADE:
	6
	POST REF:
	

	
	
	
	

	
	
	
	




	
(2) JOB PURPOSE AND WAY OF WORKING


	
Accountancy Assistants are responsible for assisting in the provision of a comprehensive Accountancy Service to all areas of the Council. Areas include Departmental Revenue and Capital expenditure, Common Good, Trust Funds, and other bodies connected to the Council. 

All Accountancy Assistants deliver training on the use of the Council’s General Ledger.  

Specific areas of responsibility will be identified 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

3.5
	Statistical Returns and Grant Claims

Capital Accounting, Loans Pool Accounting, and Income Assessments

	
	

	3.6
	General Ledger Training

	
	

	





	
(4)
	
REPORTING RELATIONSHIPS   This job is 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

5.1.2
	Assist in the production/information for the Annual Accounts within the set timetable.

Assist in the completion of schedules required for their service area, including audit files and notes.

	
	

	5.2
	Financial Plan

	
	

	5.2.1

5.2.2


5.2.3
	Assist in the preparation of Estimated Actuals.

Maintain accurate budgetary information on the Financial Management System (FMS). 

Maintain staffing spreadsheets.

	
	

	5.3
	Revenue Budget Monitoring 

	
	

	5.3.1
	Assist in the production of Budget Monitoring information to Departments.


	5.3.2

5.3.3

5.3.4

5.3.5
	Answer Budget Managers’ routine enquiries.

Provide relevant information to Accountants as requested.

Assist in the preparation and maintenance of Cognos reports.

Assist in the development and maintenance of procedures for key tasks and processes

	
	

	5.4
	Statistical Returns and Grant Claims

	
	

	5.4.1


5.5

5.5.1


5.6

5.6.1

5.6.2

5.6.3
	Assist in the completion of Statutory and Non-Statutory Statistical Returns and Grant Claims.

Capital Accounting, Loans Pool Accounting, and Income Assessments

Assist with capital accounting, loans pool accounting and income assessment as requested.

General Ledger (GL) Training

Provide GL Training as part of the Council-wide FMS Training Programme.

Answer Budget Holders routine enquiries about the General Ledger.

Assist in the periodic upgrades to the FMS system




	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:					Accountancy Assistant

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*

	3 SQA Highers at level 3 or above including Maths or equivalent.

	HND in Accountancy or equivalent.

	(3)   Skills/abilities (general)

	Working knowledge of computer systems, including Microsoft Office software and computerised ledger systems.

Self-confident and self-motivated.

	Advanced knowledge of Microsoft Excel.

Experience of delivering financial training.

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

	Ability to work to deadlines.

Flexible attitude to work allocation.

Ability to accurately record data.

Ability to work as part of a team.

	

	(5)   Inter-personal and
       social skills

	Effective communication skills

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

	

	(6)   Working Environment
       And Physical 
       Demands
	Ability to work flexibly to meet the needs and demands of the service.

Ability to work in an open plan office/ homeworking.

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

