
SCOTTISH ENVIRONMENT PROTECTION AGENCY

GENERIC JOB DESCRIPTION

A
JOB IDENTIFICATION
	JOB TITLE


	Management Accountant

	REPORTS TO


	Senior Finance Business Partner

	DIRECTORATE


	Finance Portfolio

	UNIT OR TEAM
	Finance

	LOCATION(S)                            


	Flexible - Scotland

	POST STATUS
	Permanent 

SEPA is happy to consider flexible work arrangements and we proudly use the “Happy to Talk Flexible Working” logo on all our job vacancies. If you want to work part-time or through some other flexible arrangement, we strongly encourage you to apply.


B.  
MAIN PURPOSE OF THE JOB

	To provide management accounting support to portfolios and to promote management’s compliance with financial procedures and guidelines.



C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	To provide management accounting support, and to monitor and evaluate financial efficiency of specific areas of SEPA’s business, seeking continuous improvements and ensuring compliance with approved financial procedures and guidelines.

To assist Senior Finance Business Partner in preparing SEPA’s annual Revenue and Capital budget and three year financial strategy to agreed timescales of corporate plan, and to fully involve the business in their calculation.
To integrate management accounting support with other portfolios. This support must include forecast outturn calculations with the emphasis placed on early reporting of these management teams.

To prepare periodic financial monitoring reports, and present these to management teams.
To provide management accounting support as required to facilitate implementation of organisational structure changes. 

To prepare monthly and assist with year end accounting procedures such as accruals and prepayments.

To liaise with internal / external auditors as required.
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D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS
	Communications – This post plays an essential role in the monitoring and control of SEPA’s financial performance, communicating on a daily basis with all levels of management from individual budget managers up to Agency Management Team (AMT) members.

The types of people/groups that the post needs to communicate with as an essential part of the role are:-

Internal.

SEPA Budget Managers at all levels.

Chief Executive, Executive Directors and Chief Officers
Procurement Specialists.

HR Representatives.

Project Boards / Working Groups.
External.

Internal / External Auditors.

External Consultants.

Type and Purpose of Communication.
This post is involved in monitoring of SEPA’s overall financial performance from the initial budget setting, ongoing management account preparation up to main board and Scottish Government level, through to final production of annual statutory accounts. 
Recommendations made on an ongoing basis to budget managers at all levels on appropriate action to ensure financial performance outturns on target.

These recommendations are communicated after considering a range of complex facts or situations, which require analysis or comparisons of a range of options.

Communication within this role is both verbal and written and when required incorporates presentations to Portfolio Management Teams, Project Boards and Working Groups.

This post works without close supervision but requests assistance when needed.

Highly technical / professional communication skills are required in preparation of, Emails, Forms, Training Materials, Figures and Statistics and Reports – The highest level of reporting being preparation of Financial Performance Reports.

Production of letters and minutes/notes of meetings are mainly routine but may have a degree of complexity in communicating financial information.

Other external and internal verbal and written communication takes place on a daily basis at all levels of complexity from conveying of simple budget & procedural information up to complex and strategic information required to inform the corporate discussion and decision making process.

Working Relationships – The key stakeholders this post is required to work with as a core part of the role are: 
Executive Directors, Agency Management Team, Chief Officers, Managers, Staff, External Consultants, Internal / External Audit, Project Boards / Working Groups.



E.
DIRECT REPORTS
	There are no direct reports to this post



Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 
Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge
(3) Routine but detailed knowledge

(4) Broad understanding
Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: Spending Review and End Year financial management, Business Structure and Activities Linked to Budget Set and Financial Performance Monitoring

	Yes
	2
	
	

	Scientific/Technical

Namely: Not essential for this post but desirable to inform development of organisational knowledge and associated work as detailed above.


	
	
	Yes
	3


	Managerial

Namely: Not essential for this post.
	
	
	Yes
	3

	Legislation

Namely: International Financial Reporting Standards and Accounting Practices, Government Accounting, Resource Account Budgeting.
VAT legislation and practice.

	Yes
	2

	
	

	Other 
Adhoc duties as required

	
	
	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	CCAB qualified


	Yes
	


3) EXPERIENCE REQUIRED
Indicate the type and likely length of experience essential or desirable to do this job
	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	Yes
	5 Years Relevant Experience
	
	

	People management experience


	
	
	Yes 
	1 Year Junior Management (Including Supervisory) Experience 

	Budgetary management experience


	Yes
	5 Years Experience.
	
	

	Use of equipment and systems (please specify)

Excel, Word and Various Financial Reporting Systems


	Yes
	5 Years Experience.
	
	Other (please specify):




4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication
Namely:  Emails, Forms, Letters, Minutes/Notes of Meetings, Figures/Statistics, Training/Guidance Notes, Standing Financial Instructions, Procedure/Process Notes


	Yes
	

	Report writing

Namely: Financial Performance Reports, Contribution to Business Plans and Funding Bids.

	Yes
	

	Oral communication
Namely: Daily interaction with budget holders and management at all levels, at varying degrees of complexity from conveying simple procedural information and advice up to sensitive and strategic information required to inform corporate discussion and decision making.


	Yes
	

	Presentations

Namely: Management Teams and Budget Managers.


	Yes
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