MIDLOTHIAN COUNCIL

Job SUMMARY


	JOB TITLE:  Administrative Officer
	POST NO(S): C141

	JOB PROFILE: Administrative & Support 3 – Grade 4

	SECTION/UNIT: Finance

	SERVICE:  Financial Services

	DIVISION:  Chief Executive

	REPORTING TO: Senior Finance Business Partner

	REPONSIBLE FOR:  None

	JOB PURPOSE:
To support the Finance Section by undertaking reconciliation work and providing a general financial support service as required. 


	KEY OBJECTIVES
Complete the reconciliation of subsidiary systems with the financial ledger, primarily Revenues and Payroll systems by:-

· investigating and correcting error/rejections highlighted by the reconciliation process;

· liaising with Divisions to correct error/rejections;

· advising the Assistant Accountant of error/rejections resulting from procedural or system errors;

· answering reconciliation related enquiries from Divisions and Finance Unit staff, referring to qualified accounting staff as required.

Maintenance of computerised financial records and systems as required.

Complete specific tasks, as advised, to facilitate the closure of final accounts, in accordance with office procedures.

Provide general support to qualified accounting staff in the Finance Unit 

e.g. ad-hoc reconciliation, sourcing data, preparing statistics etc..

Recommend improvements to administrative procedures and processes to improve effectiveness and/or customer service delivery.

Provide guidance & support to Senior Support Assistants in the Finance Unit as required.

Any other appropriate duties as required by management.



	KNOWLEDGE
Jobholders must be able to evidence competency in literacy and numeracy skills such as a minimum of three standard grades level 3 passes or above to include Mathematics and English, or equivalent.  

S/he must have knowledge of supervisory skills; spreadsheet/keyboard and clerical skills; SVQ 3 or equivalent is an acceptable alternative for these skills with experience of working in a financial office environment, demonstrating experience in reconciliations and the maintenance of financial controls. 
Good verbal communication, keyboard, statistical and accounting software skills are also essential for this post.
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