
NHS FORTH VALLEY

JOB DESCRIPTION

1. JOB DETAILS

Job Title:		Corporate Portfolio Management Office- Finance Lead 

Responsible to:	 Director CPMO/ Senior Finance Manager 

Department:		Corporate Portfolio Management Office 

Job Reference:	BN-AS-496



2. JOB PURPOSE

· To deliver accurate and robust financial management information for specified budget areas within set timescales

· To provide specialist and detailed financial advice to budget managers in support of organisational priorities including financial balance.

· To ensure the integrity and development of management accounting information systems and processes

· To act as the professional finance contact for specific areas 

·  Working with project Senior Responsible Officers  and leads to ensure projects finances are effectively reported 

· Establishing and maintaining relationships with senior programme stakeholders 

· Developing and ensuring effective programme and project  financial reporting 

3. DIMENSIONS

· NHS Forth Valley has a revenue budget of approx £600 million and a workforce of approx 6,000 wte.
     
· The population of NHS Forth Valley is approximately 310,000 comprising both urban and rural areas.   The age structure of the population is very close to the national average and although there are some areas of deprivation within Forth Valley the general level of morbidity and deprivation is below the average for Scotland but is higher than the UK average.

· There are three local Authority areas within NHS Forth Valley area.

· There are three HMI prisons within NHS Forth Valley area.


4. KEY DUTIES / RESPONSIBILITIES

· Provide detailed specialist financial and accounting advice and  to finance and non finance managers across a range of disciplines, assisting managers, clinicians and support staff  in understanding and addressing complex and challenging financial operating, governance and policy issues.

· Responsible for teaching/devising financial training programmes

· Able to prioritise competing demands in a challenging delivery environment to   ensure that work is delivered to tight timelines, which will occasionally be unexpected, and support others in the delivery of similar requirements 

·  Able to work proactively with a ‘can do’ and customer focused attitude

·  Able to manage and motivate others 

· Prepare, monitor and explain complex budget and performance monitoring reports within strict deadlines including variance analysis and financial forecasts, ensuring that information is complete and accurate, that financial pressures and risks are highlighted as appropriate, and that mitigating corrective actions are put in place as required.   

· Ensure that budgetary control measures, accounting processes and reporting procedures are followed consistently within best practice and / or local standing financial instructions and financial operating procedures.  

· Advise and guide others on the appropriate implementation of complex financial policies and procedures.  Recommend changes and updates to financial policy where appropriate.   Prepare annual budgets in discussion with relevant budget managers, ensuring that all changes and amendments are coordinated through the relevant service approved variation (SAV) process.

· Lead the development of management information tools, reports and systems to ensure reporting requirements are met, continuously improved, and adapted as required.  This will involve the design, implementation and control of complex spreadsheets, systems and financial reports linking with and interrogating Pentana software as and when required

· Maintain effective working relationships with managers and clinicians to support budget holders in delivering best value for money.  Ensure that financial and budgetary implications of proposed changes including business case proposals are fully analysed and assessed based on specialist knowledge, and that associated financial risks are identified and highlighted.   

· Deliver complex financial messages to non financial managers, including those which may be contentious and sensitive, ensuring they are clearly interpreted and understood. 

· Input to the financial planning strategy over the medium term (1 – 3 years) by providing detailed costing information for specified workforce and non pays areas based on future service model scenarios and delivery of required efficiencies. Identify both recurring and non-recurring implications on both revenue and capital streams.  This will require analysis, interpretation and judgement based on range of highly complex facts, scenarios, multiple data sources and trends in meeting objectives.

· Prepare in-year financial forecast outturns in liaison with Senior Finance colleagues, General Managers and Service Managers, making appropriate assumptions as required and highlighting risks to achievement of financial balance and recommending appropriate remedial action.

· Support the delivery of best value for money and efficiency savings utilising cost benchmark data and specialist finance / service knowledge to identify and recommend areas of potential cost reduction, capacity gain or cost avoidance.   Effectively monitor cost savings against an agreed baseline and provide reports in a consistent format to be collated area wide.

· Lead delivery of financial information in support of national annual returns and projects

· Act as an authorised signatory for NHS Forth Valley as designated by the PMO Director 

· Responsible for co-ordination and management of staff including the planning and allocation of work to others as appropriate and delivering specialist training to finance and non finance managers.  

· Influence change in the utilisation of resources, which remain the delegated responsibility of various managers, throughout NHS Forth Valley in liaison with the relevant stakeholders/finance colleagues to ensure the appropriate budget amendments are implemented and co-ordinated through the service approved variation (SAV) process.

· Undertake specific additional duties on an area wide / corporate basis supporting the delivery of departmental and organisational priorities.

· Deputise as required for the PMO Director/Portfolio Managers 

5. SYSTEMS AND EQUIPMENT

Use of a PC for generating information and reports, communicating via email, maintaining an electronic diary, and use of internet / intranet. 

IT systems and software packages extensively used include the following: 

· Microsoft Windows – PC operating system
· eFinancials – The core Financial Management system used for recording ledger transactions and maintaining the financial coding structure.
· Business Objects – A Financial Management Reporting tool, which enables the production of system-generated financial reports. 
· Adobe Acrobat – Software application mainly used to link with Business Objects to produce stand alone financial reports which can be emailed to budget holders etc.
· Microsoft Excel and Word – Frequent use with varying levels of complexity.   A medium to high level of proficiency is required to enable the post holder to manage large amounts of data, prepare accurate reports or tables, and produce meaningful and well presented reports.
· Microsoft Power-point and Access.   A working knowledge is required for these software applications although usage is generally less regular than those above.
· Internet – Used to access Scottish Government Health Department, Scottish Parliament and other NHS Board websites for healthcare planning.
· Intranet – hosting local strategies, policies and procedures.

The post holder will be required to record and store information on a shared IT network and has responsibility for the creation and maintenance of records in accordance with NHS Forth Valley policy and the Data protection Act (1998).  


6.     ASSIGNMENT AND REVIEW OF WORK

The post holder will work towards broad objectives as set out by line management.  The post holder will however have the freedom to prioritise their own work load to best fit the needs of the organisation. 

The post holder will be expected to act as the lead specialist and point of contact on one or more specific area or topic, and to provide advice and guidance to others accordingly.

Performance will be reviewed annually in accordance with NHS Forth Valley Personal Development Planning and Review Policy.


7.   COMMUNICATIONS AND WORKING RELATIONSHIPS

The post holder will be expected to establish a wide network of relationships both internally within NHS Forth Valley and also with external NHS bodies and other organisations. It will be a requirement of the post to receive, interpret and communicate complex information within the networks created. Examples include:-

· Executive Directors and Non-Executive Directors – responding to specific queries, supporting Governance Committees or providing financial information as required. This could relate to sensitive and/or confidential information and could be communicating bad news or contentious information.
· General Managers / Heads of Departments / Budget Managers – providing regular advice and information including guidance on financial operating procedures or Standing Financial Instructions on request and responding to specific issues or financial information requests as required. 
· Other Finance Colleagues – Routine informal and formal meetings and discussions 
· Internal & External Audit – to discuss NHS Forth Valley audit issues and assist Managers in the resolution of queries and recommendations made by Internal and External Audit on finance related issues.


8 a)	PHYSICAL DEMANDS OF THE JOB

· The post holder will be expected to operate a computer using standard keyboard and monitor for periods during the day. 

· Combination of sitting, standing and walking throughout the day

· There will be some travel requirements to attend meetings both within and outwith Forth Valley.


8 b)	MENTAL / EMOTIONAL DEMANDS OF THE JOB

· Frequent concentration with occasional requirement for prolonged periods of concentration when producing and delivering financial reports, presentations, analysing complex data and conducting/participating in meetings. 

· Flexible and adaptable in order to meet competing deadlines. Occasional interruptions and unpredictable demands that will require the post holder to change what they are doing at short notice.

· Requirement to maintain diplomacy and pragmatism when dealing with other agencies and organisations and internally within the NHS.

· Requirement to effectively manage competing demands and working to deadlines 

· Incidental contact with patients and limited potential exposure to distressing or emotional circumstances 

· Personal confidence and ability to work outside personal comfort zone at times and manage the emotional response of teams to change. 

· Focused and able to concentrate on complex issues for significant periods of time whilst problem solving. 
· Able to manage conflicting views/difference in opinion 


9.	KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED

· Consultative Committee of Accounting Bodies (CCAB), CIMA or demonstrable financial experience working for a large public sector organisation 

· Highly developed and in depth specialist knowledge and expertise of accounting principles, financial operating procedures and NHS accounting protocols.

· Excellent communications skills with ability to provide detailed advice and guidance on complex NHS finance issues effectively to staff and third parties, many of which will be from a non-financial background. 

· Self motivated, using own initiative to complete tasks.  

· Highly developed IT skills, especially with computer based financial ledgers and spreadsheet / word processing.
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10.	ORGANISATIONAL POSITION 
Person Specification – Finance Manager (BN-AS-496) 
	Factor
	Essential
	Desirable
	Method of Assessment

	Education
	· CCAB, CIMA or overseas equivalent Qualified Accountant. Or demonstrable financial experience working for a large public sector organisation

	
	Application

	Relevant Experience
	· Financial experience within a large complex organisation.
· Proven track record in managing and monitoring budgets effectively.
· Proven track record in financial reporting.
· Experience of developing and coordinating the production and distribution of concise and robust financial reports and information.

	· Experience of working within the  NHS finance function
· Experience of staff management.
· Successful track record of collaborative working which produces results.
· Experience of devising / teaching financial training

	Application Interview/ Assessment. Reference

	Skills, Knowledge and attributes
	· Excellent knowledge and application of systems, tools and techniques for calculating, manipulating, analysing and reporting of information specifically from complex and large volumes of data.
· Demonstrate strong analytical skills and thinking.
· Successful track record of development, implementation and continual improvement of tools, reports and systems to meet changing requirements of management information.  
· Excellent communication and inter-personal. skills, including sensitivity and tact.
· Personal resilience and ability to manage competing priorities in a high pressure environment, to agreed deadlines. 
· Personal confidence to work outside comfort zone and manage the emotional response of teams to change
· Demonstrate honesty, integrity and high professional standards.
· Ability to engage with different groups to clarify complex financial information 
· Ability to work collaboratively, as an effective team player.
· Ability to work on own initiative.

	
· Knowledge of Health & Social Care Partnership working.
· Knowledge of primary care services, mental health services.
· Knowledge of financial reporting for charities.
· Proven track record in managing change and service redesign.

	Application Interview/ Assessment. Reference
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