SURREY HEATH BOROUGH COUNCIL
JOB DESCRIPTION
Finance and Performance Officer
	Directorate/Department:


	Business Executive

	Service:


	Leisure and Recreation Services

	Title of Post:
	Finance and Performance Officer

	Post Number:
	

	Responsible to:
	Senior Business Officer



MAIN PURPOSE OF JOB

	SUPERVISORY RESPONSIBILITY:

IMPORTANT INTERNAL 
RELATIONSHIPS:


	N/A

· Senior Business Officer

· Managers and Team Leaders within the service
· Service Director
· SHBC Finance Service
· SHBC ICT Service


	
	

	IMPORTANT EXTERNAL RELATIONSHIPS:


	· Contractors, consultants and suppliers
· Customers, agents and promoters

· Organisations, groups and artists

· Other Council services and departments

· Other local authorities


	Knowledge & Expertise:

Key Tasks:

1. Set up and undertake monthly budget review meetings with all leisure and recreation budget managers.
2. Set up and monthly meeting with Leisure and Recreation Manager to review budgets, reporting actions from budget managers meeting.

3. Conduct regular health checks of each Service area reporting any discrepancy or concern. Ensure any audit issues identified by corporate auditors are followed up. 

4. Maintain overview and up to date status of all PIC, CIL and Business project budget accounting and reporting.
5. Ensure timely and correct rental invoices are issued and paid.

6. Efficiency analysis to include contract monitoring, and audit energy and other utilities usage 

7. Provide financial information for management purposes including that required for FOI requests, project planning and grant applications.

8. Act as lead liaison with Corporate Finance on all financial matters, enquires, and issues.

9. Seek and advise on VAT and taxation matters ensuring that all transactions and business arrangements are compliant with legislation and make the most financially efficient use of the options available 



	


MAIN RESPONSIBILITIES / DUTIES OF JOB
	Relations with People (Internal & External):

1. Develop and maintain effective working relationships
2. Ensure that the service works towards the council’s corporate objectives.




	Creativity & Innovation:

1. Provide accurate reports to management on all aspects of recreation and Leisure finances including the effective use of charts, graphs and other graphics.

2. Develop and advise on new methods of budget monitoring, accounting and other budgetary matters to ensure business efficiency.
3. Continue to work with staff in IT, Finance and Recreation and Leisure to develop use of Civica system. 



	Financial Accountability:
1. Monitor all Leisure and Recreation budgets and provide accurate financial reports for management. 
2. Maintain financial records in line with SHBC policy and provide information for staff as appropriate.
3. Ensure that all invoices are paid on time and that associated paperwork is completed, and approved by the appropriate authorising officer.
4. Work with strict adherence to the financial regulations and standing orders of the Council.



	Impact upon the Organisation & the Community:

1. Ensure that the service is delivered accurately and efficiently.
2. Ensure that any external contractors are kept informed whenever there is any issue with payment and provide management with up to date records of payments made.
3. Represent the service professionally and in a positive manner.



	Management & Supervisory Responsibilities:

1. None.



	Initiative & Independent Action:

1. To identify opportunities to improve financial and administration systems 
2. In conjunction with the Council’s ICT Service, identify areas for improvement and efficiency in record keeping.
3. Deal with communication from external contractors for matters associated with invoicing and payments as appropriate and by following Council guidelines.



Job Purpose:


Responsible for the smooth and efficient operation of all financial aspects of the service complying with standing orders and audit matters.


Financial monitoring and analysis of the budgetary position in conjunction with the responsible service managers.


Calculating show receipts, deductions and box office splits to ensure that invoicing is accurate and issued in a timely manner.


Performance projection, monitoring and reporting of business initiatives.


Liaise with the Finance department for all financial matters


Performance analysis – including success factors, profitability, indicators and trend spotting for all teams within the business team.





Budget Service Areas:


The Leisure and Recreation Team which includes the Camberley Theatre, Central Leisure Services, Greenspace, Leisure Centre, Museum, Events and Projects.











General:





To carry out any other duties commensurate with the grade of this post, as and when required. 


As appropriate and when available, to contribute to wider activities including events and projects.








