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	Job Title
	Rent Accounting Officer
	Directorate
	Housing

	
	
	
	

	Post Number
	DAC246Q
	Division
	Finance

	
	
	
	

	Grade
	6
	Salary
	£27,711 - £30,060  pro rata
	Section
	Rent Accounting

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience
	
	
	
	

	Work experience in a financial, administrative or accountancy role
	
	√
	
	

	Experienced in the operational maintenance of financial systems such as excel, databases and key organisational systems
	
	√
	
	

	Experience in delivering a front line service to customers and / or good customer service knowledge
	
	√
	
	

	Experience in applying and complying with the Councils Standing Order and Financial Regulations, or similar regulatory conditions applied by other organisations or bodies
	
	√
	
	

	Experience in working within the Data Protection Act
	
	√
	
	

	Experienced in the day to day use of Microsoft office software: Word, Excel and Outlook
	
	√
	
	

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	
	
	
	
	

	Qualifications to GCSE O level or equivalent in 5 subjects including mathematics and English (grade C and above) or equivalent
	
	√
	
	

	The applicant would be expected to continue with ongoing personal development, such as NVQ 2 Business Administration, AAT (foundation) or ongoing development through the workplace.


	
	√
	
	

	
	
	
	
	

	Practical Skills
	
	
	
	

	Good communication skills both written and oral
	
	√
	√
	

	Approach problems logically, work in an organised, systematic and methodical manner
	
	√
	√
	

	Work accurately at all times, be numerate and meticulous in attention to detail
	
	√
	√
	

	Able to plan work, prioritise and deliver work on time
	
	√
	√
	

	Computer literate, able to input data, maintain, retrieve and analyse information
	
	√
	√
	

	Able to maintain records in a neat, clear and legible manner 
	
	√
	√
	

	Capable of working with the minimum of supervision
	
	√
	√
	

	Able to work independently and as part of a team
	
	√
	√
	

	Able to consider team implications and work in collaboration to achieve team goals
	
	√
	√
	

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	
	

	A knowledge of Equality & Diversity issues
	
	√
	√
	

	Aware of the importance of quality and customer care
	
	√
	√
	

	Self motivated and able to use own initiative
	
	√
	√
	

	Able to deal with confidential information in a sensitive and appropriate manner
	
	√
	√
	

	Flexible approach and ability to respond positively to changes, new priorities and team duties
	
	√
	√
	

	Resilient in dealing with issues that are occasionally sensitive and emotionally demanding
	
	√
	√
	

	Able to work independently without social interaction with colleagues
	
	
	√
	

	Able to maintain a proper balance between working and non-working hours by “switching off” from work
	
	
	√
	

	
	
	
	
	

	

	Prepared By
	Helen Stewart

	Date
	12.05.25
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