
Port St Mary Commissioners    

Port St Mary Commissioners operate a local 

governmental hub in the South of the island. 

From Port St Mary Town Hall we manage Port 

St Mary (consisting of 122 rental properties, a 

Town Hall and miscellaneous other 

properties); the sheltered housing provided by 

Marashen Crescent Housing Committee (136 

properties) and Castletown & Malew Elderly 

Persons Housing (42 properties), and the 

Southern Civic Amenity Site. We also own Port St Mary Golf Course. 

Functional Summary  

Reporting to the Clerk, the Finance Officer is a key role that involves the 

implementation of systems that are required to develop, manage and report on 

financial issues relating to the operations of the Commissioners or, where they 

have entered a contractual management agreement with any third party 

organisation. The post holder will be expected to have relevant qualifications or 

experience in the operation of financial systems and to demonstrate that ability 

by applying it effectively by providing smart, insightful and accurate 

interpretation of financial data to stakeholders and clear reporting to the Clerk 

and, through him/her to the Board. 

Detailed tasks involved are: 
  

Administration 
To provide a first point of contact for housing tenants and other customers 
visiting the Commissioners Offices in person, by telephone, in writing or by any 

other means to transact business.  
To deal effectively with inbound requests by either responding to them directly 

or, if necessary referring them to the Clerk. 
To effectively operate and administer the collection of rents and associated 
payments. 

 
Board and Government Reporting  

To provide accurate financial information to the Clerk as required covering any 
financial matters for onward reporting to the Board.  
To appear before the Board(s) to provide expert advice relating to any financial 

matter. 
To provide financial information to the relevant Government Departments and 

ensure that monies due are claimed in a timely manner.  
To ensure timely and accurate reporting of VAT, NI/Income Tax and pensions is 
maintained. 

 
Financial Management 

To maintain the book keeping systems ensuring they are posted accurately and 
kept up to date. 

To operate the payroll systems ensuring that wages are paid accurately and in 

 



a timely manner. 
To manage all bills due by the organisation and ensure that they are presented 

for authorisation and payment in a timely manner.  
To manage all debts due by housing tenants and other customers and make 

timely interventions to ensure that these remain minimised at all times.  
Audit 
The Finance Officer will ensure that the organisations’ financial records are kept 

accurate and in compliance with the requirements of auditors at all times. The 
quality of audit report received will be a key performance indicator of the 

performance of the Finance Officer.  
 
Procurement 

The Finance Officer will be responsible for ensuring that the organisation(s) 
remain in compliance with Public Sector Procurement regulations that are in 

place at the time. They will be responsible for specifying and conducting 
tendering of purchases as directed by the Clerk and the Board. 
 

Other 
Given the size of the authority and the resultant workload the Finance Officer 

will assist the Clerk in the general administration of the office. Tasks included 
in the workload include, but not be limited to:  

 The planning and implementation of events being promoted by the 
Commissioners 

 The preparation of Board packs for the meetings of the Board(s) 

 Operate in co-operation with other office staff supporting them by 
sharing information communicating effectively  

 Any other task requested by the Board, operating through the Clerk or 
directly by the Clerk 

 

Person Specification 

Chartered Accountancy qualification is desirable. 
The successful candidate will be expected to demonstrate: 
Extensive experience in a financial environment, with preferably some Public 

Sector experience 
Experience of providing administrative services to a wide variety of business 

Experience of using computerised accounting packages, especially Sage and 
VT2000 
A high level of computer literacy 

Ability to set up a new accounting package, if requested 
Ability to interpret legislation and other guidelines / technical releases. 

Experience of payroll preparation 
Excellent interpersonal and communication skills 
Self-motivated and able to demonstrate initiative 

Ability to work well as a member of a team and independently if required 
Ability to organise, plan and manage own workload effectively 

Ability to meet deadlines in a busy environment 
 Driving licence and use of a vehicle is preferable 

 


