
 

 

       
Post:  Treasury and Systems Officer 

Post Number:    CCF17 

Department:  Corporate Services (Finance) 

Grade:  SCP 26-28 

Responsible to:  Finance Manager (Corporate Services) 

Purpose of the Post: To undertake tasks to ensure the 
effective operation of the Council’s 
treasury management function and to 
undertake the specification, 
development, enhancement, control and 
maintenance of specified Council’s 
financial systems 

  

Duties and Responsibilities: 
 

1. To operate the day to day dealings of the Treasury Management 
function in accordance with all relevant approvals, approved practices 
and delegations.  This includes full compliance with the Authorities 
Treasury Policy, Treasury Strategy and Treasury Management 
Principles (TMP’s) and with all relevant CIPFA Codes of practice and 
guidance.  This will include: 
 
(i) Carrying our day-to-day cash flow estimates and related loan 

(investment) dealings; 
 

(ii) Determination of short and long term cash flow requirements; 
 

(iii) The preparation and processing of payments in respect of the 
treasury function and selected other payments; 
 

(iv) Provision of guidance, information and advice as appropriate 
to other Officers and Members; 
 

(v) Assistance in the management of the Council’s balances and 
funds; 
 



 

(vi) Maintenance of all appropriate financial records and 
documents; 
 

(vii) Maintenance of all approved lending lists in accordance with 
approved selection criteria; 

 
(viii) Liaison with the Council’s banker and other relevant 

organisations to ensure effective operation of the functions 
 

(ix) Ensuring that proper processes and controls are in place in 
relation to the administration of banking arrangements 
 

2. To provide assistance and input into the stewardship activities 
relating to the treasury management functions including: 
 
(i) The completion and return of all relevant Government and 

other statistical returns; 
 

(ii) Input into the preparation of the Council’s forward and revised 
Treasury Management estimates; 
 

(iii) Preparation of final accounts in respect of treasury 
management and liaison with the Council’s external auditors to 
resolve questions raised at audit; 
 

(iv) Attendance at meetings of relevant benchmarking/networking 
groups; 
 

(v) Training of reserve dealers in relevant aspects of the treasury 
management function 
 

3. To administer activity relating to the Council’s use of business cards 
and provide associated advice 
 

4. To prepare and submit relevant claims forms and/ or returns 
 

5. To review non-invoice payments prior to authorisation to ensure 
proper practice is adhered to 
 

6. To assist in the specification and development/ enhancement of 
financial systems and to undertake full testing of such 
 

7. To provide guidance manuals, training and advice on financial 
systems as appropriate 
 



 

8. To undertake constant control monitoring and identify areas where 
existing financial systems are failing to satisfy controls and the 
rectification of identified weaknesses 
 

9. To comprehensively document all corporate system control 
procedures and undertake regular review 
 

10. To oversee routine corporate maintenance of financial systems 
 

11. To identify and resolve system related problems and issues 
 

12. To ensure that the reporting capabilities of financial systems are 
appropriate at all times 
 

13. To provide ad-hoc reports on system held data as and when required 
 

14. To comply with the Council’s Health and Safety Policy and associated safe 
working procedures and guidelines. 

 
15. To comply with the Council’s Comprehensive Equality Policy and to ensure 

that it is implemented within the service area of the post. 
 

16. To comply with the Council’s Information Management Framework 
(including the Data Protection Policy, Code of Practice and Social Media 
Policy). 

 
17. To comply with the Council's Code of Conduct a fundamental aspect of 

which are "the Seven Principles of Public Life", and to conduct oneself with 
the highest standards of conduct that they require 

 
This post is not subject to Disclosure. 
 
This post is not Politically Restricted in accordance with the Local 
Government and Housing Act 1989 (as amended). 
 
The details contained within this job description reflect the content of the job 
at the date it was prepared.  However, it is inevitable that over time, the 
nature of the job may change.  Existing duties may no longer be required and 
other duties may be gained without changing the general nature of the post 
or the level of responsibility entailed.  Consequently, the Council will expect 
to revise this job description from time to time and will consult the post 
holder/s at the appropriate time. 
 
Date Prepared: April 2019 
 


