


		
RENFREWSHIRE COUNCIL

FINANCE & RESOURCES

JOB OUTLINE



	DEPARTMENT:
	Finance & Resources 
	SECTION:
	Corporate Accounting

	POST TITLE:
	Treasury Officer 
	POST ID:
	108027

	GRADE:
	Grade 5
	LOCATION:
	Renfrewshire House

	REPORTING TO:
	Team Leader - Treasury

	PRINCIPAL ROLE:

	· The Treasury Officer is responsible for the accurate and timely processing of high-value treasury transactions, ensuring all payments are authorised and processed in accordance with Council procedures and relevant policies. 
· The postholder plays a key role in maintaining the integrity of the Council’s financial records through the completion of daily, weekly, and monthly reconciliations across treasury, revenue collection, income management, and ERP systems. 
· The role supports effective cash management, financial control, audit, compliance, and treasury services.




Key tasks for which the postholder will be responsible

1. Process treasury payments through the Council’s online banking platforms, including CHAPS, BACS, Faster and International payments, ensuring that all transactions are appropriately authorised and comply with established policies and procedures.

2. Accurately record and process all income transactions within the Business World financial ledger and, where appropriate, the Iworld revenue collection system. 

3. Investigate and resolve unidentified income by liaising with internal services, banking partners, customers, and other external organisations.

4. Monitor customer remittances and ensure cash receipts are allocated promptly and accurately against outstanding invoices and debtor accounts.

5. Process expenditure journals relating to payroll, pensions, grants, compensation payments, legal fees, and other treasury-related transactions.

6. Complete daily banking processes and journals to facilitate the accurate reconciliation of multiple Council bank accounts.

7. Process BACS recalls and rejected payments within Business World using Accounts Payable and General Ledger modules, ensuring transactions are corrected and resolved in a timely manner.

8. Perform daily reconciliations between the Council’s Iworld Revenue System and Pay360 Income Management System, identifying and resolving discrepancies promptly.

9. Complete daily reconciliations of customer payments, including Council Tax, Non-Domestic Rates, Debtors, Rents, and Housing Benefit transactions.

10. Investigate and clear rejected, and unapplied transactions, ensuring all receipts are accurately allocated, and financial records remain up to date.

11. Undertake weekly and monthly reconciliations relating to Council Tax and Non-Domestic Rates, including validation of unit numbers and rateable values to ensure system accuracy and data integrity.

12. Develop and maintain effective working relationships with internal stakeholders and external customers to resolve queries and support the efficient delivery of treasury services.

13. Provide treasury support during financial year-end processes, contributing to the production of accurate financial information and compliance with statutory and audit requirements.

14. Support information gathering and data provision for Freedom of Information requests, audit queries, and other corporate reporting requirements as directed by the Team Leader – Treasury.

15. Maintain accurate, complete, and auditable financial records across all areas of responsibility

16. Demonstrate and promote the Council’s values by being fair, helpful, collaborative, and committed to continuous learning and improvement.

17. Comply with all Council health and safety policies and contribute to maintaining high standards of attendance and wellbeing in the workplace.

This job description is indicative of the nature and level of responsibilities associated with this job. It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade.
