______________________________________________________________________________
Job description

	Date:  
	20 January 2025


_____________________________________________________________________

	Department:

	Property and Projects 

	Post number:

	PRBSPO007

	Section:

	Directorate Support

	Job title:

	Business Coordinator (Finance and Systems)

	Grade:

	Grade 8


_____________________________________________________________________

Main purpose of job

Responsible to the Finance and Systems Manager for all financial and systems matters across the department, to ensure that the business needs of the department are met in an efficient and cost-effective manner and to work in partnership with the Business Coordinator (Human Resources and Administration) to this end.

Provide advice and guidance to the director and senior management in regard to all financial systems matters and to co-ordinate all departmental financial matters in liaison with the Finance Department as required.

Contribute to the formulation of departmental financial and systems policies and to be responsible for the management and programming of work for the support staff assigned to the post.

Ensure all departmental financial budgets and transactions are managed and monitored in accordance with the council’s Standing Orders, Financial Regulations and Accounting Manual.

Assist in keeping under review new developments in all fields relevant to the department’s responsibilities and to make recommendations to the Finance and Systems Manager concerning all changes to policy or procedures and training or other resource requirements necessary for the maintenance of departmental efficiency and effectiveness.


Summary of responsibilities and personal duties

1. Assist the Finance and Systems Manager in the coordination, management and monitoring of the departmental finance function in accordance with council standing orders and financial regulations with particular regard to:

a. Preparation of financial and management accounting records including quarterly and annual accounts.
b. Preparation, management and monitoring of departmental budgets, variance analysis and operating statements.
c. Coordination of revenue estimates.
d. Financial control management and reporting.
e. Provision of financial assistance and advice to partner companies.
f. Liaison with internal and external audit bodies as required.
g. Procurement and purchasing.
h. Payroll. 

2. Assist in developing, implementing, and maintaining systems of financial and budgetary control within the department in accordance with the council’s standing orders, financial regulations and accounting policies and procedures.

3. Assist in the use, maintenance, control, and development of the various information systems used within the department ensuring the timeliness and accuracy of input data and reporting information, and to assist the Finance and Systems Manager with the development and implementation of an information systems strategy, in conjunction with Digital Services Section.

4. Support the Finance and Systems Manager as directed in establishing and maintaining effective partnership arrangements with stakeholders including Arm’s Length Companies, and in providing financial support to officers and members in regard to related financial matters.

5. Assist in the development, implementation and review of operating practices, systems, and procedures to support the departmental business needs in accordance with council policies, procedures, and strategies and to ensure the timeliness and accuracy of input data and reporting information.

6. Coordinate the production and collation of service performance information, statistics, financial, committee and management team reports in accordance with the council’s policies procedures and timetables.

7. Responsible for the management of any assigned business support staff in the provision of systems and financial support including allocation, prioritisation, and coordination of workload, in liaison with the Finance and Systems Manager, to ensure that all sections of the department carry out work to an agreed quality, time, budgets and targets.

8. Manage and monitor all departmental purchasing and payment activities, including income control, quotations and tenders, and to maintain a suitable inventory of all assets and to liaise with the council’s Central Transactions Unit as required.

9. Contribute to policy and strategic development through participating in working groups, management and consultative meetings as required and ensure compliance with the procedures of the department.

10. Work in conjunction with the Project Accountant and capital finance team on financial related projects and activities including capital programmes and property and asset management issues.

11. Assist the Finance and Systems manager in the development and implementation of appropriate systems and databases for the capture and reporting of all departmental management information, both financial, HR and administrative and ensure that they are updated and maintained.

12. [bookmark: _Hlk174437507]Support the Finance and Systems Manager with the coordination and implementation of any departmental change management and improvement activities.

13. Deputise for the Finance and Systems Manager and to represent the department, on corporate and ad-hoc working groups as and when required.

14. Assist the Finance and Systems Manager with the development and monitoring of the departmental business plan(s), annual objectives and performance indicators ensuring that the required standards of services delivery are maintained.

15. Provide advice and guidance to senior managers on qualifying capital expenditure and revenue implications.

16. Assist with the gathering of information for FOI and Data Protection requests and other administration or record keeping surrounding this.

17. Assist the Finance and Systems Manager with the development of quality initiatives and performance management in accordance with the council and departmental procedures.

18. Assist with the effective monitoring of business support services throughout the department and, in liaison with the departmental managers, the coordination, development and delivery of appropriate training programmes for staff across the department to ensure good practice and value for money is ensured.

19. Motivate and manage any staff assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

20. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

21. Participate as directed in the council’s recruitment and selection procedures.

22. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

23. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

24. Undertake such other relevant duties as may from time to time be required.



This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
Employee specification

	Date: 
	18 November 2025


_____________________________________________________________________

	Department:

	Property and Projects 

	Post number:

	PRBSPO007

	Section:

	Directorate Support

	Job title:

	Business Coordinator (Finance and Systems)

	Grade:

	Grade 8


_____________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms:
· either, have a third level qualification in a relevant financial related discipline, for example, Finance, Business Studies, or an equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, one year’s relevant experience in the following three areas: or
· be able to demonstrate on the application form, by providing personal and specific examples, two years’ relevant experience in the following three areas:

1. providing financial services in a large and complex organisation including the production of financial performance information and preparation of significant[footnoteRef:1][1] revenue estimates; [1: [1] Significant revenue estimates is defined as estimates of at least £13 million] 

1. providing advice and guidance to a range of senior managers, key stakeholders and partners and managing effective financial partnership arrangements with stakeholders in relation to substantial income[footnoteRef:2][2]; and [2: [2] Substantial income is defined as at least £8 million] 

1. managing and developing systems and processes to meet the varying business needs of an organisation.

Desirable criterion

In addition to the above essential criteria, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms, are part qualified accountants[footnoteRef:3][3] and are current student members of a relevant professional body OR are qualified accountants and full, current members of a relevant professional body, for example, Association of Chartered Accountants (ACA); Association of Chartered Certified Accountants (ACCA); Chartered Institute of Management Accountants (CIMA); Chartered Institute of Public Finance and Accountancy (CIPFA) or equivalent. [3: [3] Part qualified accountant will be defined as an applicant who is a current student member and is progressing through exam stages which will lead to full membership of a professional body as outlined below.] 



Special skills and attributes

Applicants must be able to demonstrate evidence of the following skills and attributes which will be tested at interview:

Technical knowledge - finance: an understanding of the preparation, management and monitoring of financial and management accounting, budgets, and estimates with the ability to develop and implement proper systems of financial and budgetary control in accordance with relevant financial regulations.

Technical knowledge – systems: the ability to review and implement systems and processes necessary to maintain the effective and compliant operational procedures and to deliver up-to-date management information. 

Analysis and decision-making skills: the ability to analyse complex situations and take appropriate decisive action with an understanding of the possible wider corporate implications of such action.

Partnership working skills: the ability to convene and work in partnership with a wide range of stakeholders, both internally and externally to develop and deliver the required objectives.

Information technology skills: the ability to use a range of relevant technology such as computerised financial accounting systems, word processing and spreadsheet packages and an understanding of how new technology can increase business efficiency. 

Staff management and leadership skills: the ability to lead and motivate a team to ensure the delivery of agreed work objectives and to encourage high levels of cooperation between team members.  The ability to train team members and others with a sound knowledge of the area of professional practice being imparted.

Customer care skills: an awareness of the importance of responding to the needs of both internal and external customers and of the need to create a good impression to enhance and protect the image of the council.

Interpersonal and communication skills: effective interpersonal, presentation and communication skills with the ability to influence and persuade a wide range of people and organisations, both orally and in writing including elected members, directors, heads of service and managers in all departments and external agencies.

Work planning skills: the ability to plan and prioritise demanding workloads to ensure a constant flow of work and to minimise peaks and troughs.
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