DURHAM CONSTABULARY
JOB DESCRIPTION

JOB TITLE:			Assistant Accounts Officer  
GRADE:			Scale 4
DEPARTMENT:		H.Q. Finance 
RESPONSIBLE TO:	Accounts Manager 
JOB PURPOSE:	To effectively and efficiently process all aspects of the Accounts section’s workload, in line with Financial Instructions and Office procedures.

MAIN DUTIES AND RESPONSIBILITIES:
1. To process invoices and claims for payment on the Force Finance system (Agresso) ensuring VAT is processed appropriately.

1. To process transactions on the online purchasing card management system (SmartData), including providing training, advice and instructions to card holders and approvers and ensuring VAT is correctly accounted for.

1. To ensure payment is made to the correct supplier within credit account terms when the invoices are fully authorised and the goods or services have been received.

1. In compliance of HMRC requirements, to ensure the electronic images held are a true copy and provide appropriate evidence for VAT purposes.

1. To act as cover for the daily imprest service and deposit account, including allocation of costs to appropriate budgets and processing VAT appropriately.

1. To record cash, cheque and card payments, prepare banking including end of day banking and journals.

1. To prepare Pre-Payment information for year-end processing.

1. To liaise with suppliers and the external/internal auditors as required.

1. To provide financial advice and guidance to all employees of the Force, as appropriate and undertake general office and clerical duties as required.



	The duties and responsibilities outlined above cannot totally encompass or define all tasks which may be required of the post holder.  The outline of duties and responsibilities given above may, therefore, vary from time to time without materially changing either the character or level of responsibility and these factors are reflected in the grade applied to this post.
	

























DURHAM CONSTABULARY
PERSON SPECIFICATION

		JOB TITLE:		 Assistant Accounts Officer 
		DEPARTMENT:	Headquarters Finance Department	

	        

EMPLOYEE


	

THE SUCCESSFUL CANDIDATE SHOULD POSSES THE FOLLOWING:-
	

ASSESSMENT
CRITERIA

	
Educational Attainment/
Professional Qualifications


	
· 4 G.C.S.E. levels (Grade A to C) including English Language or Literature  and Math or an approved equivalent. An individual who possess an equivalent e.g. NVQ must provide evidence of  English. 


	
· Sift/Interview

	
Work Experience



	
· At least 1 years administration experience e.g. composing original letters and documents, maintaining accurate records
· Experience in a busy accounts based environment

	
· Sift/Interview







· Sift/Interview


	
Knowledge/Skills/Aptitudes



	
· Enhanced numerical skills, e.g. performing complex calculations

· Enhanced literacy skills, e.g. composing either original memos, letters or short reports on a regular basis, statement writing

· Enhanced keyboard skills, e.g. use of spreadsheets, inputting into database systems, etc. where accuracy is essential but speed is not a key demand

	
· Sift/Interview



· Sift/Interview






· Sift/Interview









		
Disposition



	
· Able to work under pressure to meet specific deadlines

· Able to work on own initiative as well as part of a team

	
· Sift/interview



· Sift/Interview

		
Special Requirements



	
· To be of the highest integrity

· To have a respect for diversity and be committed to the principles of Equal Opportunities

	
· Sift/Interview/Vetting


· Sift/Interview




















