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LITTLEHAMPTON TOWN COUNCIL 

Job Description

	DEPARTMENT:
	Finance and Service Delivery

	LOCATION:
	Littlehampton, Manor House

	JOB TITLE:
	Finance Manager

	GRADE: 
	NJC Scale 6 SCP 18 to 22

	RESPONSIBLE TO:
	Head of Finance and Service Delivery

	RESPONSIBLE FOR:
	Finance Officer and finance support staff



MAIN PURPOSE OF THE ROLE:


The postholder supports the Head of Finance and Service Delivery in maintaining sound financial management and contributes to strategic financial planning and policy development to support effective decision-making, long-term planning, and efficient use of public funds. 

The role manages the Town Council’s financial operations, payroll and audit ensuring robust financial stewardship, and compliance with all statutory requirements, transparency, and accountability.




Key Tasks   

Financial Management
1. Manage and administer the Council’s day to day financial affairs in accordance with relevant legislation and guidance including the Accounts and Audit Regulations 2015 and subsequent legislation, and the Practitioners Guide issued by the Smaller Authorities Proper Practices Panel, ensuring safe and efficient arrangements are in place to safeguard public money.
2. To manage the financial functions of the Council including but not limited to: Budgets and Financial Monitoring/Predictions; Accounting Records and Financial Control; Financial Risk Management; External and Internal Audits; Annual Return and Accounting Statements; Insurance; Payroll, PAYE, NIC and Pensions; VAT; Borrowing; Investments.
3. To ensure external funding is obtained in accordance with financial regulations and that expenditure is correctly accounted for and reported liaising with the relevant bodies as required.
Budgetary Control
4. In conjunction with the Head of Finance and Service Delivery and Chief Officer prepare the council’s annual budget, medium-term financial plan, and advise on the capital programme budget.
5. Analyse the budget to identify, explain and interpret variances and forecasts and recommend corrective action.
6. Manage and monitor the budget in consultation with the Senior Management Team and service leads, providing monthly budget monitoring reports to the wider team.
7. Produce financial reports for the Council to support decision-making and budget management and control and contribute to the financial implications of all reports.  
Financial Advice
8. Provide professional financial advice and information to the Chief Officer, staff and Councillors.
9. Produce accurate and timely financial reports for committees, officers, and external stakeholders.
10. Attend Committees and meetings and advise on financial matters when required.
11. Analyse financial trends, risks, and opportunities to support strategic planning and policy development.
12. Advise on investment strategies, reserves, income, borrowing and long-term financial sustainability.
Financial Operations, VAT and Payroll
13. Manage accounts payable and receivable, ensuring timely processing and reconciliation. Ensure timely submission of quarterly VAT returns and manage any VAT inspections.
14. Maintain effective cash-flow management and banking arrangements.
15. Sign off financial authorisations in accordance with the Council’s Financial regulations, including invoices.
16. Oversee the external payroll administration, ensuring accuracy and compliance with HMRC and pension requirements.
17. Cover the responsibilities of the Finance Officer as required.
Governance, Compliance and Audit
18. In collaboration with the Head of Finance and Service Delivery, review and develop financial strategies, regulations, processes and procedures, contributing to organisational improvement, digital transformation, and service efficiency initiatives.
19. Ensure adherence to the Council’s financial strategy, regulations, policies and procedures, standing orders and statutory obligations and advise the Council in relation to these. 
20. Ensure contracts comply with the Council’s Standing Orders, Financial Regulations and Procurement Policy.
21. Lead on internal control systems, risk management processes, and financial governance.
22. Proactively identify and investigate any irregularities and action accordingly.
23. Prepare year-end accounts for approval and submission and lead internal and external audit processes. Work with internal and external auditors on audits and year end accounts, providing information and answering questions as required.
24. General
25. To manage the workload and professional development of the Finance Officer and direct the work of finance support staff as agreed with the Head of Finance and Service Delivery.
26. To undertake relevant training and development opportunities.
27. To comply with the Town Council’s policies at all times, including Health and Safety, Equal Opportunities, Data Protection and Safeguarding.
28. Apply consistently the principles of Equal Opportunities and promote the council's values and behaviours in all aspects of work.
29. Undertake any other duties commensurate with the grade and nature of the role


This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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LITTLEHAMPTON TOWN COUNCIL 

Person Specification

Post Title: Finance Manager
Location: Littlehampton
Grade: NJC Scale 6 SCP 18 to 22 


Skills and Abilities 
 
Essential Criteria 
· Communicates clearly and adapts their style to the situation, providing clear guidance and managing challenging conversations professionally while conveying complex information with discretion and positively influencing others
· Coordinates team activities and provide mentoring and structured support to colleagues while working collaboratively across teams
· Plans and coordinates work for themselves and others, managing priorities to ensure deadlines and expectations are consistently met
· Makes informed decisions and resolves complex issues, analysing causes and considering wider service implications
· Coordinates and mentor’s others, providing informal leadership and support to help deliver team objectives
· Uses data and ICT systems to inform decisions, producing clear reports and helping to improve processes
 
Desirable Criteria 
· Ability to liaise effectively with councillors and other stakeholders
 
Education and Qualifications 
 
Essential Criteria 
· Excellent literacy and numeracy Level 3
· Level 3 qualification or equivalent experience in area of work 
· Evidence of continued professional development in finance
 
Desirable Criteria 
· Professional qualification Level 4 to 5 or demonstrable experience 
 
Knowledge 
 
Essential Criteria 
· Applies advanced technical knowledge as a subject‑matter expert, advising others and supporting complex tasks and decisions
· Strong understanding of financial regulations, accounting principles, and audit requirements
· In depth knowledge of risk management and its application in financial management and governance
 
Desirable Criteria 
 
· Knowledge of the Parish/Town Council sector 
· Knowledge of the services provided by Littlehampton Town Council 
· Knowledge of Littlehampton 
 
Experience 
 
Essential Criteria 
· Financial management, budgeting, and financial reporting
· Managing payroll, procurement, and contract management 
· Supervising others or coordinating work, alongside providing advice and support in previous roles
  
 
Professional behaviours and values 
 
Essential Criteria 
· Ensures consistent customer service quality, resolving escalated issues and identifying opportunities for improvement
· Develops and maintains effective and collaborative stakeholder relationships
· Demonstrates integrity and accountability, supporting colleagues' wellbeing while modelling professional behaviour
· Applies equalities, diversity and inclusion principles to work and promotes their consideration in service delivery
 
Other 
· Ability to work occasional evenings
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