Responsible Financial Officer (RFO) – FILCA Qualified

[image: 📍]Broadbridge Heath Parish Council
[image: ⏰]8–12 hours per week
[image: 💰]SCP 24–28 (£18.35 – £20.29 per hour)
· Part-time | Permanent


Make a Difference in Your Local Community
Broadbridge Heath Parish Council is seeking an experienced and qualified Responsible Financial Officer (RFO) to manage and oversee the Council’s financial administration. This statutory role is central to ensuring the Council’s finances are managed in accordance with local government legislation and best practice.
Working closely with the Executive Officer, you will provide proactive financial management and governance support, helping ensure the Council’s financial sustainability and compliance.

Key Responsibilities
Financial Management & Compliance
Prepare annual accounts and coordinate internal and external audits
Ensure compliance with Accounts and Audit Regulations and proper practices (including SAPPP guidance)
Produce quarterly management accounts and variance reports
Lead preparation of the annual budget and precept
Submit VAT returns and oversee the Council’s investment strategy
Prepare the Annual Governance and Accountability Return (AGAR)
Review suppliers to ensure value for money
Issue invoices and manage debt recovery
Payroll & Pensions
Liaise with the external payroll provider to process salaries, PAYE, NI and pension contributions
Monitor pension returns and ensure compliance with pay awards
Asset, Insurance & Risk Management
Maintain and review the Asset Register, leases, licences and insurance policies
Oversee asset inspections and ensure compliance with health and safety legislation
Manage maintenance contracts, tenders and procurement processes (including under the Procurement Act 2023)
Governance & Advisory
Advise councillors on financial regulations and legislative updates
Develop and maintain financial policies and procedures
Attend Parish Council and Finance & Establishment Committee meetings (including occasional evening meetings)
Deputise for the Executive Officer during short-term absence
Working as part of a small team, you may also undertake additional duties to support operational needs when required.

Person Specification
Essential
FILCA qualified (or working towards completion)
Experience as an RFO or in a similar finance role within local government or the public sector
Strong knowledge of local council accounting, audit, VAT, payroll and pensions
Excellent IT skills including financial software (e.g. Scribe)
Highly organised with strong attention to detail
Strong communication and interpersonal skills
Desirable
Experience with service and asset devolution
Experience working with principal authorities (e.g. Horsham District Council)
Additional Information
Flexible working hours (8–12 per week)
Approximately five evening meetings per year
Opportunities for additional hours and duties may be available
Training and continuing professional development supported
Employee Assistance Programme provided
Role involves handling confidential information in line with GDPR

· This is an excellent opportunity for an experienced RFO to make a meaningful contribution to a proactive, community-focused Parish Council.

[image: 📧]To apply: Please send your CV and a covering letter outlining your relevant experience and qualifications to clerk@bbh-pc.gov.uk
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