
PERSON SPECIFICATION 
Service & Systems Accountant  

 
 
 ESSENTIAL DESIRABLE 

 
Education and     
Key Knowledge 

      
 

A good basic standard of education 
including GCSE passes (or equivalent) 
at grade C or above in Maths and 
English. 
 
Higher level education or proven 
equivalent level of technical and 
organisational knowledge in own 
specific field such as studying towards 
a financial qualification such as AAT or 
at least 5 years experience as part of a 
finance team. 
 
Competent in the use of IT systems 
with excellent Microsoft Excel skills. 
 

Membership of a relevant 
professional body. 
 
Committed to continuing 
personal development. 
 
 

Relevant Skills and 
Experience 
 

Experience of financial management 
including the prioritisation and targeting 
of resources and income generation 
and monitoring of specific budgets. 
 
Able to effectively manage the needs 
of different stakeholders. 
 
The ability to work under pressure and 
to tight deadlines. 
 
Excellent verbal communication skills 
to make presentations and explain 
complex issues to a range of 
audiences with various levels of 
understanding. 
 
Able to work as part of a team and on 
own initiative. 
 
Demonstrate a customer focused and 
responsive approach that improves 
service delivery.  
 
 

 

Planning and Organising 
The ability to plan, 
prioritise and organise 
work activities, including 
ensuring the adequate 
allocation of resources. 
 

Prioritises effectively. 
 
Plans ahead to meet deadlines. 
 
Promotes the use of information 
technology to enhance service 
accessibility, efficiency and delivery. 
 
Has the confidence to take decisions 
appropriate to own level of 

Challenges existing ways of 
working 



responsibility and authority.  
 
Anticipates potential difficulties in 
managing workload and identifies 
solutions. 
 

Communication 
The ability to use 
interpersonal skills to 
communicate clearly and 
concisely, including the 
ability to recognise and 
understand the feelings 
and concerns of others. 
 

Contributes effectively in meetings. 
 
Maintains confidentiality where 
required. 
 
Presents information clearly, concisely 
objectively and accurately. 
 
Shares important information promptly 
with all those who need it. 
 
Shows empathy with others’ needs, 
feelings and motivations, and takes an 
active interest in their concerns 
 
Uses information effectively to support 
proposals and conclusions. 
 

 

Special Requirements 
 

Flexibility in terms of working hours 
and duties, being prepared to do 
additional hours if required. 
 
Flexibility to work across Service 
boundaries. 
  

 

Equality 
 

Acceptance of and commitment to the 
principles of Council’s Equal 
Opportunities Policy. 
 

 

 
 

CAREER GRADE SCHEME 
Service and Systems Accountant 

 
Progression to the upper grades in all cases is subject to the following:- 
 

♦ The achievement of a recongised finance qualification (CIPFA, ICAEW, ACCA or 
CIMA).  The Council will provide training to ensure that the postholder is able to study 
for a qualification if one is not already held.  

♦ Satisfactory performance of duties at current level. 
♦ Demonstration of ability to perform at the higher level. 
♦ Officers working at the higher level will be heavily involved in the budget setting 

process and year end outturn and must therefore show a high degree of technical 
knowledge in the areas that they will be responsible for. 
 

 


	ESSENTIAL

