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Job Description
	For HRU use only
	Ref: 3868


	Directorate
	Commissioning and Asset Management

	Section/Location
	Facilities and Fair Access

	Post Title
	Business Support Manager

	Permanent/Temp
	Permanent

	Grade
	Grade 10

	Responsible to
	Senior Manager (Facilities and Fair Access)

	Responsible for
	Team Leader (Facilities) who manages a team of Finance Assistants 

	Job Purpose

	Reporting to the Senior Manager for Facilities and Fair Access, you will be responsible for supporting the Management Team delivering their  budget management responsibilities  and be responsible for  the administrative support for this large commercially focused area of the Council.  You will also be responsible for costing sales proposals for new business to assist the team to achieve their new business targets and deliver the budget for this busy section of North Tyneside Council.  This may also include assisting the team to cost tenders for new business.

The role will have a professional responsibility to the Head of Resources( S151 Officer) and will work closely with the retained Finance Service and our finance partner organisation Engie.
The Facilities and Fair Access team directly deliver facilities services (catering, cleaning and caretaking) to schools and council buildings.  In addition, it delivers a wide range of other services including home to school transport, school admissions, monitoring of elective home education, school attendance, child employment and children missing education.


	Job Content

The following list is typical of the duties that the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.  Responsible for a Team Leader who manages the small team of finance assistants you will play the lead role in supporting the whole facilities and fair access section. The post holder will have a professional responsibility to the Section 151 Officer.
Your duties will include ensuring that your team: 

· Carries out invoicing functions accurately and timely to the standards required by the Council’s Financial Standing Orders.

· Keeps all customer accounts up to date.  

· Produces weekly, clear management information particularly with regard to catering and cleaning services.
· Produces and distributes customer accounts on a monthly basis.

· Manages the queries that arise with regards to payment of school meals and settlement of invoices.

· Ensures adequate controls are in place to log all purchase invoices and costs for the service areas and deals with any queries that arise.

· Working with Engie and Financial Services to ensure all ledger accounts are reconciled on Oracle on a monthly basis to allow for timely reporting of the Management Accounts.

· Process weekly payroll information.

· Process all financial information in an organised and timely manner.

· Participate in the IPR process 

Ensure that you (in conjunction with your Team Leader, Engie and Financial Services):

· Ensure a Management Accounts pack is prepared for presentation to the Head of Commissioning and Asset Management.

· Ensure pre-meetings are arranged with the Senior Manager (Facilities and Fair Access) prior the presentation of monthly accounts to the Head of Service.

· Ensure all accounts are reconciled on a monthly basis.

· support with the preparation of the annual budgets for the service areas.
· Ensure a full breakdown of all accounts is provided to the Operational Managers on a monthly basis

· Compile accurate variance reporting following monthly accounts reviews.

· Ensure financial information is circulated well in advance of review meetings.

· Provide clear direction to the team via effective communication including team meetings.

Ensure that you:

· Take responsibility for line management and career development of the Team Leader 

· Carry out IPR full year and half year reviews with the Team Leader
· Create and manage internal controls and procedures for the whole section.

· Support the Senior Manager for Facilities to present clear, accurate and timely information to the Head of Service regarding the financial performance of the service.
· Support the Senior Manager to cost an prepare sales bids for new facilities services business.

· Lead on projects to improve financial reporting, including on line payment systems.



	Performance standards

	· CCAB or CIMA part qualified or qualified
· At least 5 years previous experience in a similar role is desirable
· Previous experience within the local government or education sector is essential
· Able to maintain accurate and effective record keeping systems for very complex budgets
· Able to produce accurate records and reports at the appropriate level 

· Shows sensitivity and objectivity in dealing with confidential issues

· Able to work on their own initiative, prioritise work, handle pressure, and meet deadlines

· Strong leadership ability and previous experience of managing a team
· Flexible and efficient while demonstrating excellent attention to detail

· Reliable, punctual and professional with an ability to manage workloads to meet the timelines required with regard to financial reporting.
· Strong communication skills

· Advanced standard in Excel and Word 
· Desirable experience in Oracle accountancy packages


	Working conditions

	Office based but may be required to undertake site visits



	Factor
	Essential
	Desirable

	Skills and Knowledge
	Skills and knowledge to produce meaningful and accurate reports for senior level managers.

Excellent work and time management skills to ensure all financial information is submitted and available on time.

Great people skills to help build a cohesive team and handle difficult calls from customers

Knowledge of implementing new financial reporting systems and financial processing software.

Knowledge of large-scale ledger systems
Skills to establish a clear reporting and filing system for wider teams.

The skill to make the complicated easy to understand throughout a service area.

Skills to present information to senior managers.

Skills to provide clear direction to the team via effective communication including team meetings.
Skills to develop individuals within the team.

Skill to show sensitivity and objectivity in dealing with confidential issues
Able to work on their own initiative, prioritise work, handle pressure, and meet deadlines
Strong and supportive leadership skills 

Flexible and efficient while demonstrating excellent attention to detail

Reliable, punctual and professional with an ability to manage workloads to meet the timelines required regarding financial reporting.

	Knowledge of implementing new financial reporting systems and financial processing software.

Knowledge of Oracle Financial System.


	Qualifications and Training
	Chartered qualification including CCAB,
ICCA, CIMA, CIPFA, ICAEW/S - Part qualified.

Trained to advanced standard in Microsoft excel, word, PowerPoint and outlook.  Office 365.

	Chartered qualification including CCAB, ICCA, CIMA, CIPFA, ICAEW/S -   Fully qualified.



	Experience
	Previous leadership experience 

Experience in a similar role

Previous experience of working with or in local or central government.

Previous experience of managing a team

Experience of managing individual performance including appraisals. 

Experience of managing performance improvement when necessary

Previous experience of working with financial systems such as Oracle and SAP

Experience in managing large and complex budgets 

Experience of producing summary reports and management reports for complex accounts.

Experience in managing the preparation of accounts and reports within tight timescales.

Previous experience of preparing large complex budgets 

Experience of variance reporting

Experience of online payment solutions
	At least 5 years’ experience in a similar role

Previous experience of school meal accounting

Previous experience of payroll systems

Previous experience of working with Oracle financial systems.
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Aspire to be better I Enable others I Deliver on promises
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