Sevenoaks District Council

Assistant Accountant
Candidate Pack
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About the role

Assistant Accountant
Salary Band D £28,367 – £31,077 per annum
A generous annual leave allowance of 27 days
(plus an additional 5 days depending on having
Continuous Local Government Service).
A key part of this role is to support the Senior
Accountant in the provision of an efficient and effective
finance service. The role would suit someone who has
gained some experience in finance but is now looking
to take on more responsibility. The role itself is very
varied and will include budget preparation, financial
monitoring, working closely with budget managers and
colleagues within finance, financial year closedown and
the preparation of financial statements, capital finance,
completion & submission of Government returns. The
successful applicant will be able to work efficiently and
accurately to deadline, working effectively as both part
of a team and independently using their own initiative.
Full details are contained in the job description.
As you will often be dealing with queries from staff from
all levels in the Council including Chief Officers and
Members, key to your success in the role is experience
of communicating financial issues with non-accounting
staff and a high degree of awareness of your customer’s
needs.
The Finance team is a central part of many of the
Councils activities and is driven by the ambition of
excellence in financial management. Customer service
is a key part of the culture at Sevenoaks District Council
and we strive to support all aspects of the authority.

The Team
The Finance Function is made up of the Accountancy
Team and the Finance Systems Team, as shown in the
attached structure. Both teams work closely together
to deliver Finance support across the authority. As an
Assistant Accountant you will be line managed by a
Senior Accountant but will benefit from the experience
and knowledge of the accountants and finance
specialists you work alongside.

The Successful Applicant
• Ideally have experience of supporting the preparation
of budgets and allocations, as well as financial
statements. Knowledge of local government
accounting will be particularly beneficial.
• IT competent particularly in Excel and WORD.
• Should have experience of using computerised
accounting packages (experience of using Agresso
will be an advantage but is not essential as full

training will be given).
• A minimum of at least three GCSEs grades A-C, and
two A-levels, grades A-C or equivalent; subjects must
include Maths and English at either level. This is an
essential requirement as the role requires regular
communication of financial issues.

Interested in the role and want to
know more?
Please contact Jessica Booth, Principal Accountant on
01732 227436 or Paul McDonald, Senior Accountant
01732 227238 for an informal discussion about the
role.

Need advice on how to ensure you have
the best chance of being shortlisted?
Read the Job Description and Personal Specification
attached to the role and ensure that your supporting
statement explains how you meet the essential
requirements as your application will be judged against
these criteria.

How to get to us
Sevenoaks is only half an hour from central London by
train. You will be based at the Council Offices, Argyle
Road, Sevenoaks, Kent TN13 1HG, however due to the
current pandemic and current Government advice at
the time of advert the role will require a combination of
both remote and office based working.
A free staff car park is available on site.
Closing date: Friday 6 November 2020
Shortlisting date: Week commencing Monday 9
November 2020
Assessment process: Interview and test
Interviews will commence: Week starting Monday 23
November 2020 (likely to take place via Zoom)
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About the Council

Sevenoaks District Council is a unique place to work.
It’s a place where positive and passionate people deliver
some of the very best services in local government.
We are honoured to be recognised as one of the most
efficient, well managed Councils in the country, an
achievement we work hard to maintain.
There are very few Councils that still collect all the
rubbish and recycling every week using their own team
of people. We are exceptionally proud that the people
who work here care deeply about what they do, that
they are creative, embrace risk and work hard to deliver
exceptional services to our customers and to improve
the Sevenoaks District. It’s our team of people that
makes Sevenoaks District Council unique.
We’ve worked hard to develop a no ‘blame culture’
among the people that work here. It’s a place where
staff take responsibility for the work they do and are
empowered to take the decisions that help them to
do their job effectively. We encourage new ideas and
innovation and provide people with the support and
training they need to become the very best at what they
do.
Our mantra of ‘the customer is anyone who isn’t me’
helps to grow strong and positive working relationships
across our Council services, and ensures our residents,
businesses and partners receive the very highest quality
of service each time they contact us.
Recruiting the right people to our team is incredibly
important to us and instrumental to our success. We
value personal qualities as much as we do the skills
and knowledge to do the job. We want people who
can embrace our culture, that have ambition and
determination and have the ability to shape our future.

Our vision
We’re committed to delivering excellent services. This
means we are ambitious for our staff, our customers and
our Council. Together we work to shape the District for
future generations to make it a great place to live, work
and enjoy.

Our mission
To work smarter with an empowering culture, a focus on
wellbeing and a dynamic and innovative approach.
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Our values

S

Strong sense of pride in our district

E

Enthusiastic and committed

V

Valuing others, valuing each other

E

Empowered to achieve

N

No blame culture

O

Open to new ideas; dedicated to developing talent

A

Ambitious with our community

K

Keep learning; keep improving

S

Sharing services; working closely with others

www.sevenoaks.gov.uk
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Annual Leave
You will be given a generous annual leave allowance of
27 days (plus an additional 5 days depending on having
Continuous Local Government Service) as at 1 April.
You will be eligible to buy additional leave or have an
increased salary by selling annual leave.

Pension
We are part of the Local Government Pension
Scheme (LGPS). There is a 50/50 section which
enables a member to pay half rate contributions for
half the benefits. The LGPS is a contributory scheme
that requires contributions from both employer
and employee. The rate Sevenoaks as the employer
currently pays is 18.7%. Your contribution rate of 6.5%
would be based on your salary.

Health and wellbeing benefits
Free and confidential employee assistance programme
Confidential and expert advice in many areas, including
family, legal, financial and consumer issues.
Regular onsite health check appointments available
We regularly offer mini health checks with our onsite
Occupational Health Advisor, who offer checks on
blood pressure, ‘Know your numbers’, body mass index,
weight, risk of diabetes, stress management tips and
‘Take a Walk’ tips.
We also offer onsite free flu vaccinations and
discounted osteopathy treatments.
Eye care
We offer eye care vouchers on request every two years
to staff who use computers for a significant part of their
work.

Financial benefits
Free staff car parking
Onsite staff car park, free of charge to everyone.
Cycle to work scheme
You can get a new bike for a significantly reduced cost
by saving on tax and National Insurance (and paying for
it monthly through your salary).

Staff Benefits
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Staff Benefits

£

Season ticket loan
We offer season ticket loans up to a maximum of
£5,000, repayable over 12 months.
Car loan
You can apply for a loan up to a maximum of £10,000 to
purchase a car, repayable over a maximum of five years
at a low rate of interest.
Professional fees
Staff in roles where ongoing membership of a
recognised professional body, (where this membership
is gained through a qualification), is an essential
requirement in the person specification for their job can
claim the cost of one membership fee per year.

Recognition, Learning and Development
We believe all our employees have the potential to grow,
both in their work role and personally, and endeavor to
provide opportunities for this growth. We work within
recognised good practice guidelines, including Investors in
People, to ensure both the quality and quantity of training
and development is relevant and “fit for purpose”.
The Talent in Me (TiM)
TiM is open to everyone and there are more than 60
courses available to choose from. Courses are ‘bitesized’. Each one takes one to two hours to complete and
are delivered by our own in-house service experts or
external providers.
E Learning
We offer e-learning courses that enable you to train at
your desktop, working at your own pace wherever and
whenever you want.
Coaching
We offer a tailored coaching programme with a number
of professionally trained internal volunteer coaches,
designed specifically to support staff performance and
development and our culture, with a focus on specific
skills and goals.
Apprenticeships
Any member of staff can apply to undertake an
apprenticeship. There are now over 200 new
apprenticeship standards with more in development.

Family friendly polices
Maternity leave
All pregnant employees are entitled to up to 52 weeks’
maternity leave regardless of length of service. Staff
who have worked for us for more than 12 months by the
time their baby is born receive enhanced maternity pay
of the first six weeks paid at 90% of the weekly salary.
Paid paternity leave
Fathers to be or employees who will share the
responsibility with a partner for bringing up a child, may
have the right to Statutory Paternity Leave and Pay.
Employees who have worked for us for more than 12
months by the time their baby is born receive enhanced
paternity pay of two weeks full pay.
Flexible working
We are proud to offer a range of flexible working
arrangements to all of our staff. We are happy to
consider reduced hours, job shares, home working and
more, ensuring the needs of the organisation continue
to be met.

Other staff benefits
We participate in the Kaarp Benefits Scheme, a
voluntary benefit scheme for local authority employees.
The Benefits change regularly but include:
Activities - discounted theme park entry and/or hotel
rooms
Finance - special deals, insurance and personal
finance
Health - money off many sports and fitness centres
and golf courses
Motoring - discount car club, reduced breakdown
cover, car servicing/MOTs and money off driving
lessons
Shopping - many deals and offers
Travel - A travel club, discounts on holiday insurance,
hotels and airport parking
Local discounts – these include many offers and
discounts for restaurants, hotel rooms, hairdressers,
dry cleaners and more.

Staff Benefits
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The structure
of the Team

Head of Finance

Senior Principal
Accountant

Principal
Accountant
(Capital &
Treasury)

Systems Team
Leader

2 Senior
Accountants

Systems
Finance Officer

2 Assistant
Accountants

3 Systems
Support
Officers

Title of post: Assistant Accountant
Section: Finance
Band: D
Responsible for: N/A
Responsible to: Senior Accountant
Purpose of post: To provide high quality professional
financial support and advice to the Council at both
Officer and Member level.
Key activities:
To be a member of and provide input to the Finance
Team in a climate of continuous improvement and
change.
To be responsible for the financial aspects of a
service area as assigned by the Head of Finance/
Deputy s151.
To provide relevant input to the finance functions
carried out in the section including budget
preparation, forward planning, final accounts, capital
finance and returns.
To be the finance lead on various projects across the
council.
To liaise with Chief Officers to prepare budgets and
allocations, and final accounts for Support Services.
To liaise with Chief Officers to prepare budgets and
allocations, and final accounts for Asset Maintenance.
Assist the Head of Finance with the preparation of
the Final Accounts to an extremely high quality and
delivered within all reporting deadlines including all
necessary financial statements working papers.
To provide support to the appropriate senior
accountant or relevant services. This may include,
but is not limited to, the following.
• To complete high level government returns
by statutory deadlines eg WGA; RO & RA and
Treasury Returns.
• To assist in the production of final accounts by the
statutory deadline (eg Expenditure and Financing
Analysis; IAS19 adjustments; Balance Sheet
controls, auditor queries)
• Preparation of monthly salary, PAYE & NI and
Pension control accounts
• To assist with the S106 and CIL monitoring,
budgeting and reporting ensuring that the process
is delivered in an efficient manner delivering high
levels of service to all customers
• Assist with the preparation and submission

Job description
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Job description

of the Councils VAT financial and legislative
requirements, ensuring that all returns are
completed on time and with minimal voluntary
disclosures.
• Complete the Credit Card monthly returns
To comply with standard employee Health & Safety
at Work responsibilities.
To participate in the Council’s staff appraisal scheme
To participate in any relevant training for the duties
of the post and support the Head of Finance in
meeting the objectives of the Council
To comply with the Council’s Equal Opportunities
policy.
To comply with the Council’s Safeguarding policy.
To embrace the values and behaviours of the Council.
• To carry out any other related duties as may be
directed from time to time by the Head of Finance.

Location
Council Offices, Argyle Road, Sevenoaks,
Kent TN13 1HG with the requirement to travel to other
sites within the District as required.

Person specification

Approach
Essential
Shows resilience and integrity under pressure
Shows a high level of self motivation and drive for
high achievement
Shows a high degree of awareness of the needs of
customers
Ability to work with people at all levels of the council
Ability to manage and prioritise conflicting demands
effectively
Willing to take a flexible approach to duties
Desirable
Ability to develop creative and innovative solutions
to meeting customer needs

Skills and experience
Essential
Knowledge of local government accounting
IT competent particularly in Excel and WORD
Experience on using computerised accounting
packages
Able to communicate financial issues with non
accounting staff

Strong oral and written communications skills
Desirable
Experience in local government accounting
Experience on local government final accounts
Experience in using Agresso
Experience on delivering GL systems particularly
bespoke reporting
Experience of Treasury management
Knowledge of VAT as it applies to local authorities

Qualifications
Essential
Three GCSEs, grades A-C, and two A-levels, grades
A-C or equivalent; subjects must include Maths and
English at either level.
Desirable
Graduate in relevant discipline
Qualified Accounting Technician

Other
Essential
Willingness to undertake relevant training
Ability to work flexibly to support work of the
Finance Team

Person specification
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