

JOB REMIT
	Role
	Strategic Finance and Resource Management Assistant
	Team 
	Strategic Finance and Resource Management

	Reports To
	Head of Strategic Finance and Resource Management
	Directorate
	Police Resources

	Post Reference
	
	Grade
	8

	Purpose of the Role 

	To support the Strategic Finance and Resource Management Team in fulfilling its role in providing effective financial management support to MOPAC colleagues and challenging the MPS in delivering an effective and efficient police force. 

	Main Duties and Key Accountabilities of the jobholder 

	· Contributes to the Police and Crime Plan by support the work of the Head of Strategic Finance and Resource Management and his/her staff in challenging the MPS in delivering an efficient and effective work force thereby contributing to the Plan’s targets. 

· To liaise with MOPAC staff to enable the Strategic Finance and Resource Management colleagues to undertake effective financial management of MOPACs budget.
· Undertake specific project work as required to support the Strategic Finance and Resource Management Team and colleagues within MOPAC

· To support the Strategic Finance and Resource Management accountants in developing and analysing benchmarking information to assess the value for money of the Metropolitan Police Service. 
· To provide administrative support to the Police Resources team and meetings when needed. 

· To liaise with the Secretariat team in relation to areas such as registers, information monitoring, non-staff appointments and other MOPAC processes and procedures.



	Working Relationships and Contacts

	MOPAC staff


	Person Specification 

	Knowledge and Experience

· Financial knowledge and experience of working within a financial team or environment.

· Understanding of police finance and the role of MOPAC in holding the Commissioner to account in delivering an efficient and effective workforce.

· Excellent numerical skills.

· Excellent communication skills
Required Competencies

Setting Direction

1. Seeing the Big Picture - Understands what specific actions need to be taken to contribute to organisational objectives
2. Changing and Improving - Co-operate with and be open to the possibilities of change and consider ways to implement and adapt to change in own work role 
3. Making Effective Decisions   - Speak with the relevant people in order to obtain the most accurate information and get advice when unsure of how to proceed 
Engaging People

4. Leading and Communicating  - Display enthusiasm around goals and activities – adopting a positive approach when interacting with others
5. Collaborating and Cross Team Working - Demonstrate interest in others and develop a range of contacts outside own team to help get the job done 
6. Building Capability for All - Find ways to learn and personally improve in the completion of day-to-day tasks
 Delivering Results

7. Achieving Outcomes - Learn about customers and suppliers needs 
8. Delivering Value for Money   - Maintain recognised financial procedures and practices 
9. Managing a Quality Service - Provides a polite and helpful first point of contact for stakeholders and demonstrates an enthusiastic ‘can do’ attitude to all requests 
10. Delivering at Pace - Take responsibility for the quality of own work and keep manager informed of how the work is progressing


	General Responsibilities

	· To adhere to MOPAC’s Equality & Diversity and Equal Opportunities policies in all activities.

· To be responsible for your own health and safety and that of your colleagues and all others in the workplace, in accordance with MOPAC Health and Safety policies.

· To work in accordance with data protection policies and adhere to Freedom of Information policies where appropriate.

· To undertake such other duties as may be reasonably expected.





