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  Job Description

DEPARTMENT:		Finance - Chief Accountant

POST:			Systems Officer 

GRADE OF POST:		GR07

RESPONSIBLE TO:	Systems Administrator 	


JOB PURPOSE:
To assist in the administration and maintenance of the Council’s Financial and Revenues systems in accordance with corporate needs and the system needs of individual system users.


PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:
· Assisting with the implementation, testing and roll-out to system users of new software and upgrades to existing software.
· Developing and delivering end user training for all financial systems. 
· Control of batch processing and feeder system updates.
· Leading and assisting with specific project work including the review and implementation of BRIDGe-buy across the Council.
· Assisting with the continuous review and improvement of systems to meet new initiatives and objectives including the cash receipting system and reporting software.
· Supporting the development of Business Continuity plans for financial systems.
· Day-to-day responding to the customer fault logging system (OTRS), ensuring all calls logged are resolved in an appropriate and timely manner.
· Logging and progressing software faults with the software provider as required and keep users informed of fault resolution progress.
· Undertaking all aspects of day-to-day and ad-hoc systems administration including creating/amending/disabling user access; data management including data archiving; and data extracts both routine and in response to ad-hoc requests.
· Supervising the Trainee Systems Apprentice – providing general support and advice, as well as allocating and checking their work as and when required.



GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy.

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.



Person Specification 
Systems Officer
The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes).
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training
	· QCF (NVQ) Level 4 or equivalent in a related field or an ability to demonstrate competence through experience.
	Yes
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Knowledge of current Local Government financial issues.
	
	Interview, application form and selection process.

	
	· Excellent ICT skills with knowledge of financial systems, Microsoft Word and Excel.
	Yes
	

	
	· Experience of working with senior managers.
	
	

	
	· Experience of supervising other members of the team.
	
	

	Skills & Personal Qualities
	· Ability to use own initiative and problem-solving skills.
	Yes
	Interview, application form, and selection process.

	
	· Organise with the ability to prioritise tasks.

	Yes
	

	
	· Highly numerate and accurate with an eye for detail.

	Yes
	

	
	· Ability to communicate effectively (both in writing and verbally) with officers and managers at all levels.

	Yes
	

	
	· Flexible approach to work and willingness to become involved in a variety of tasks.

	
	

	
	· Ability to work to tight deadlines and achieve targets.

	
	

	
	· Adaptable to change.
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