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NHS FORTH VALLEY

JOB DESCRIPTION
1. JOB DETAILS

Job Title:
Management Accountant 

Responsible To:
Finance Manager / Senior Finance Manager 

Department:

Finance

Job Code:

BN-AC-255

No. of Job Holders:
7
2. JOB PURPOSE
· To prepare and complete accurate and robust management accounting information and reports for specified budget areas within set timescales, including costing and financial forecasting information.

· To provide support and financial advice to budget managers while maintaining the integrity of relevant management accounting information systems.

.
3. ORGANISATIONAL POSITION

· See Appendix 1

4. 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.

5. KEY DUTIES / RESPONSIBILITIES

· Prepare, review and deliver complete, accurate and timely financial management reports within set deadlines including complex costings, variance analysis and financial forecasts, ensuring that emerging financial pressures, opportunities and risks are highlighted and escalated as appropriate. Monitor and control budget amendments, ensuring that all changes and amendments are coordinated through the SAV process which is 'Service Agreement Variation' and it is the process for controlling budget amendments which are made to each of the units on a monthly basis. .
· Ensure that procedures set out within local Standing Financial Instructions and Financial Operating Procedures in respect of financial reporting and budgetary control processes are followed consistently and are appropriately evidenced / authorised, suggesting policy changes or amendments where appropriate.  

· Support 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.
· Maintain effective working relationships with budget managers, ensuring that financial information produced meets requirements and is clearly explained, interpreted and understood. Present often complex financial messages to non financial managers, including those which may be contentious and sensitive. Provide specialist financial and accounting advice to finance and non finance managers, advising on the appropriate implementation of, and compliance with, approved financial policies and procedures.

· Ensure that financial and budgetary implications of proposed changes including business case proposals are fully analysed and assessed based on detailed knowledge, and that associated financial risks are identified and highlighted.     This will require a range of complex facts, scenarios, multiple data sources and trends to be analysed and interpreted.
· Input to the in year financial forecasts and longer term financial planning process using specialist knowledge of NHS costs to accurately calculate recurring and non-recurring cost implications of service requirements and developments on both revenue and capital streams, making and specifying appropriate assumptions as required.
· Support the delivery of value for money and efficiency savings by preparing and monitoring cost benchmark data to identify and recommend areas of potential cost reduction, capacity gain or cost avoidance.   Record cost savings against an agreed baseline and provide reports in a consistent format to be collated area wide.
· Prepare financial information in support of national annual returns and projects

· Undertake specific additional duties on an area wide / corporate basis supporting the delivery of departmental and organisational priorities.
· Deputise as required for Finance Manager / Senior Finance Manager. 
6. 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).  

7.     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 freedom to prioritise their own work load to best fit the needs of the organisation without direct supervision.   

Performance will be reviewed annually in accordance with NHS Forth Valley Personal Development Planning and Review Policy.
8.   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.

.

9 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 out with Forth Valley.

9 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. 

· 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 

10.
KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED
· Consultative Committee of Accounting Bodies (CCAB), CIMA or an overseas equivalent diploma level qualification and actively studying towards the completion of a professional accounting qualification, with a detailed understanding of NHS financial processes and frameworks.

· Specialist knowledge in budgeting and reporting processes preferably gained within an NHS Finance background. Detailed knowledge of the organisation’s standing documents, financial operating procedures.

· Excellent communication skills, particularly in delivering detailed financial information and guidance effectively to staff and third parties, many of which will be from a non-financial background. 
· Well developed IT skills, especially with computer based financial ledgers and spreadsheet / word processing.
11.
ORGANISATIONAL CHART
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