Job Reference Number……SCO6-3472


NHS TAYSIDE – AGENDA FOR CHANGE
JOB DESCRIPTION
	1. JOB IDENTIFICATION


	Job Title
	Car Leasing Administrator

	2. 
	Department(s)/Location
	Maryfield Financial Services Centre

	3. 
	Number of job holders
	1

	4. JOB PURPOSE

To provide a Car leasing function for NHS Tayside with responsibility for:
· Managing the Car Leasing function which sits within Payroll Services
· Ensuring that orders/invoices/contracts with approved car leasing companies are authorised and processed promptly and accurately and that all deductions due from staff are collected.

· Providing advice and guidance to NHS Tayside leased car drivers and Managers on all aspects of Car Leasing arrangements.

· Ensuring that processes are undertaken in compliance with the Board’s Standing Financial Instructions as incorporated within its Code of Corporate Governance and other statutory requirements, interpreting these where necessary.

· Ensuring that the workload is completed accurately and in line with the agreed timetables in order to enable NHS Tayside to report its financial performance on a monthly basis and to contribute to the production of the statutory annual accounts.




	5. ORGANISATIONAL POSITION
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	6. SCOPE AND RANGE

· To provide accurate and timely financial information to allow the Management Accounting function to produce revenue and capital budget reports and to ensure completion of the Board’s Statutory Annual Accounts.  Payroll Services has a key role in ensuring the efficiency, effectiveness and integrity of financial systems and processes.

· The Car Leasing function which sits within Payroll Services is primarily responsible for ensuring an efficient and accurate Car Leasing service in line with current regulations and ensure that all financial transactions are completed in line with agreed timetable.  Ascertain eligibility of applicants under the regulations by reference to current travel data held within the ePayroll/eExpenses system.  Liaise with potential and existing lessees, approved contractors, insurance broker’s, insurance company, police, third parties, garages,  repair companies, car hire etc.  It is important that payments are made in line with suppliers payment terms to ensure continuity of services throughout the Car Leasing protocol. Other duties within Car Leasing are in the main subject also to deadlines.

· The post holder has a key role in delivering Car Leasing function within Payroll Services with responsibility for ensuring that a high quality and robust car leasing service is provided on behalf of NHS Tayside.  In providing this service the post holder will ensure that processes are undertaken in accordance with procedures and internal control mechanisms.  The post holder has responsibility for the management, leadership and motivation of the Car Leasing team and will participate in the recruitment, selection and training of staff.  The post holder is responsible for maintaining payroll e.g. sickness absence reports, annual leave and compiling monthly information for input to payroll. The post holder is also responsible for conducting return to work interviews with directly managed staff.  The post holder, on a daily basis, is an authorised signatory for up to £10,000 thus placing orders and authorizing invoices/contracts etc. due to creditors/leasing companies, with flexibility to amend payment terms when required.
· The post holder will investigate complex enquiries from approved car leasing companies and colleagues from all levels and disciplines and provide assistance and advice as required.

· No. of lease cars – circa 80
· No. of crown cars – circa 90

Induction Standards & Code of Conduct

Your performance must comply with the national “mandatory Induction Standards for Healthcare Support Workers in Scotland” 2009; and with the Code of Conduct for Healthcare Support Workers.




	MAIN DUTIES/RESPONSIBILITIES

Staff Management and Development

· Day to day management of the Car Leasing function including prioritising workload to ensure effective use of limited resources.

· Assist in the recruitment and selection of staff through the interview process and the subsequent training of new starts as part of the standard induction package.

· Ongoing training, motivation and support of staff through regular performance appraisals and development of PDP's.

· Maintenance of payroll records e.g. sickness absence reports, annual leave and other authorised absences and compilation of monthly information for input to payroll, and absence management
Provision of Financial Information

· Responsible for maintaining comprehensive record of lease car user details.

· Prepare statement of cost of insurance claims on an annual basis for the Payroll Manager to assist in calculating the cost of insurance cover between the Board and lessee’s.  
· Analysing and preparing reports on annual insurance claims for presentation to the Payroll Manager to enable decision to be made on level of insurance to be charged to lessee and the Board.

Service Output Requirements

· Provide an efficient and accurate car leasing service in line with current regulations and ensure that all financial transactions are completed in line with agreed timetable to ensure deductions are made from staff salaries/wages and invoices are promptly paid to suppliers.

· Responsible for dispatching copies of general conditions and application forms to potential lease car users and maintaining records.

· Responsible for ascertaining eligibility of applicants under the regulations by reference to current travel data held within the ePayroll/eExpenses system and communicate with applicants advising them of outcome and advising their managers  when they have  proved to be ineligible

· Authorise orders/invoices/lease car contracts up to £10,000 
· Maintain and update records on a regular basis of all applications both for eligible and non-eligible applicants. 

· Ensuring motor convictions questionnaires are completed and follow up procedure adhered to.  Convictions to be assessed as to whether insurance company is informed as this can make the policy null and void.

· Prepare insurance letters confirming any claims made over last 5 years to lessee’s who have opted out the lease car scheme, to determine if a no claims discount can be applied.

· Liaise with approved contractors to source required vehicles on receipt of completed application forms.

· Prepare and authorise official orders for dispatch to approved contractors.

· Responsible for the calculation of lease car costs for each case using both manual and computerised methods.  Calculations are complex requiring pulling of data from various sources and may require revision arising from outside sources e.g. changes to road fund license and insurance premiums prior to implementation.

· Prepare agreement for signature of employee setting out the monthly/weekly deductions to be made from salary/wage.

· Responsible for checking and authorising subsequent invoices received from approved contractors for payment ensuring that the correct financial code for budget purposes is applied and that the correct VAT is applied.

· Responsibility for completion of accident report form and determining which course of action to pursue in relation to specific accidents and must be accurately recorded for reporting to insurance brokers, insurance companies, and reporting loss of write off approval to the Director of Finance .
· Advise lease car users of the appropriate claims procedure in the event of subsequent claims e.g. in the event of an accident, where to have repair carried out and arrange courtesy car/car hire vehicle, if liable for any excess and amount, how to deal with any solicitors/police / third parties correspondence and follow up procedure to confirm repair carried out.

· Complete accident claim forms and send electronically to insurance brokers, companies and solicitors and follow up procedure on outstanding claims and any monies due.

· Advise the payroll team of salary/wage deductions to be made from an employee.  

· Review all leases on an annual basis to determine if current charges need reviewed arranging refunds or increased deductions as appropriate.  

· Review lessee’s mileage on an annual basis and calculating new costings when required

· Update Motor Insurance Database on a daily basis. This is a legal requirement with heavy fines for non compliance. 

· Responsible for informing HMRC of car specifications and lessee contributions for each vehicle delivered or uplifted to ensure correct tax code is applied.

· Deal with police   relating to traffic offences i.e. speeding/parking to ensure legal time lines are met.

· Inform lessees of safety recalls, MOT’s required on vehicles and follow-up to ensure work carried out.

· Ensure lessees are notified of any charges/rebates entitlement on private mileage as required.
· Responsible to calculate and request loyalty bonus payments from each leasing company on a quarterly basis and follow up procedure to ensure payments received.

· Prepare and forward write-off losses to the Director of Finance for approval.

· Advise lease car drivers on C02 emissions as this will affect the road fund licence cost and the amount of income tax they would be liable to.

· Request, gather and collate base car rates on a monthly basis ensuring correct rates applied.

· Access Consumer Price Index to obtain maximum list price for lease car applicants.

· Administer NHS Tayside’s Cycle to Work Salary Sacrifice Scheme by approving applications against set criteria, ensuring salary deductions are made and P11D reporting to HMRC. 

Statutory Annual Accounts

· Responsible for providing Management accounts information on a monthly/annual basis on lease car benefits in respect of executive board members and other senior officers for disclosure in the remuneration report of the statutory accounts.

· HMRC P11d amendments as required for end of year annual return ensuring correct contributions are deducted for leased cars and salary sacrifice schemes with other appropriate details being provided.

Other
· Participate in responding to internal and external audit reports and implementing audit recommendations.

· Participate in the drafting of office procedures relevant to the Car Leasing section and review working practices on an on going basis suggesting changes to improve efficiency. Ensuring at all times that current practices follow robust internal controls.

· Ongoing training from leasing companies on websites for initiating quotes and to be aware of position with various stages of cars on order/delivered, providing statistical information and briefing staff on new systems and procedures as well as informing Payroll Manager of updates and changes.


	7. COMMUNICATIONS AND RELATIONSHIPS

The post holder is required to provide and receive complex and sensitive financial information both of a personal and commercial nature and communicate effectively with employees and commercial suppliers to ensure the smooth running of the car lease scheme. Tact and discretion are required at all times when dealing with lease applicants e.g. refusal of lease car.  Skill and knowledge is required when considering orders with preferred suppliers.  
Receipt of complex information, for example, will include reviewing and amending contracts from lease car suppliers and following on from this the post holder will calculate charges for lessee and provide payroll with the necessary information to enable correct deductions are made from salary/wage.  Calculations are complex when determining costs for early terminations during the lease period

The post holder undertakes training as required, for example, implementation of new systems/processes/review of procedures and new starts.

Within Organisation 

· Regular contact with all NHS Tayside leased car drivers and managers to advise on all aspects of the scheme.
· Liaise with internal audit with regard to assist in resolving issues raised in relation to the car lease scheme.
· Contact with other NHS Tayside colleagues as required. 
· Liaise with employees who apply to participate in Cycle to Work salary sacrifice scheme. 
External

· Discuss and resolve issues in relation to the running of the Scheme with

1. Suppliers  (Leasing Companies)

2. Insurance Brokers

3. Insurance Companies

4. Police  
5. Council

6. Solicitors

7. Garages

8. Car Hire Companies

9. National Procurement

Attend meetings with NHS National Services Scotland regarding contracts and tenders.  These meetings are attended by representatives throughout NHS Scotland, and the post holder is expected to contribute on behalf of NHS Tayside.  Looking for feedback regarding leasing companies/insurance companies conduct and prioritising importance of improving an efficient running car leasing service.  If leasing company not providing a quality service this can result in ceasing contract with immediate effect.

Regular meetings with leasing company managers reviewing their company’s performances and analysing leasing companies unresolved issues and ensuring outcome resolved e.g. invoices/contracts arriving inaccurate, contracts must be received within 14 days of car delivery to ensure legal motor insurance database updated.

Speak with new prospective applicants informing them if it is not viable for them to be given lease car.

Communications include  face to face meetings, telephone, email, MS teams


	8. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

The post holder requires specialist knowledge and expertise of policies and legislation as impacts on their own area of responsibility.

Educated to AAT level or SVQ5 and/or have at least 3 years relevant experience working in a similar function of a large organisation.

Computer literacy is an essential skill as is the ability to work proficiently with a range of current computer office products.

Knowledge of VAT in relation to car cease schemes.

Knowledge of HMRC regulations in relation to car lease schemes.

Knowledge of local procedures and regulations of the car lease scheme.

Staff management and motivational skills and able to innovate and identify more effective working practices.

Ability to utilise resources and delegate effectively

Knowledge of ePayroll/eExpenses system
Knowledge of operating Pecos
Leadership qualities in maintaining staff motivation and direction.

  


ESSENTIAL ADDITIONAL INFORMATION

	9. SYSTEMS AND EQUIPMENT

The post holder is expected to use a full range of common IT office products as well as specialist financial reporting systems.  These are used to create, develop and update reports for financial requirements on a frequent basis. Other systems are used as required by NHS Tayside. 
Large volumes of data require to be input into the system and with responsibility for accuracy essential.

Systems include:-

ePayroll/eExpenses 
MS Office products e.g. Excel, Word, Teams.
NHS e-mail system, intranet and internet
 Pecos
Motor Insurance Database (MiD)

TURAS




	10. PHYSICAL DEMANDS OF THE JOB

Physical

· Speed and accuracy with keyboard skills obtained through practice resulting in advanced skills required to input data into the financial computer databases and spreadsheets.

· Compliance with Health and Safety/ risk management policies.

· Compliance with manual handling regulations.

· Long periods sitting continuously.

· Mobility and ability to travel in order to attend meetings out with own building / area.

· Light physical effort lifting and carrying files to and from shelves and into offsite storage.

· Constant exposure to VDU.

Mental

· Ability to manage time pressures during busy periods.

· Frequent requirement for prolonged concentration when inputting, checking, reconciling and analysing data during which the post holder may be required to switch tasks unpredictably. 

· Concentration required for answering queries from staff and suppliers and preparing financial returns. Ordering of vehicles including any additional extras lessee may have requested.

· Absorbing, retaining and acting on large volumes of information.

· Work can be unpredictable and may be interrupted and have to stop current task i.e. in the event of a driver reporting an accident, breakdown etc 

· Required to update Motor Insurance Database (MID) within deadline, this is a legal requirement and must be accurate or heavy penalties can occur.

· Subject to interruptions on a regular basis e.g. from staff, suppliers when inputting data.

Emotional

· Contacting lessee’s involved in car accident who may be emotional through anger/upset and provide sympathetic advice/support in the circumstances.

· Speak with potential applicants informing them they are not viable for lease car.

RESPONSIBILITY FOR RECORDS MANAGEMENT
 All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011. This includes email messages and other electronic records. It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.




	11. DECISIONS AND JUDGEMENTS

The post holder has a significant degree of autonomy to resolve problems, organise and plan their workload and achieve agreed objectives without frequent reference to line manager as work is managed rather than supervised.

The post holder will work to agreed objectives and interpret their implementation guided by broad professional policies.

Ability to assimilate facts in relation to car accidents, for example, whether accident was in private or business time, liability for accident, any convictions, age of driver etc. These and other facts determine which course of action to pursue in relation to specific accidents and need to be accurately recorded for reporting to insurance brokers.

The post holder is subject to annual review by the Payroll Manager and is expected to carry out the same for lower grades within the Team.

Expected to exercise significant initiative to deliver the car lease service and resolve problems.  

Daily review of incoming workload and outstanding issues, plan and prioritise, e.g. police, solicitors, council correspondence all have strict deadlines which must be adhered to.

While liasing with potential lease car users a decision can be given to driver whether to proceed with application.




	12. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· Motivating staff to maintain work of a high standard.

· Explaining regulations to NHS Tayside lease car drivers
· Keeping up to date with relevant NHS Tayside policies and other legislation.

· Dealing with irate employees of NHS Tayside   regarding queries. This requires both the ability to defuse situations and retain composure under pressure, as well as being assertive and persuasive. In event of car breakdown or accident lessee can be in an emotional state and unable to concentrate, to arrange for repair to be carried out and courtesy/car hire arranged immediately, thus ensuring minimal disruption to their daily working routine.

· Dealing with time pressure in need to update the Motor Insurance Database which is accessed by insurance companies, Police and the DVLA, throughout Europe.  Deadlines must be met or the Board can be faced with severe financial penalties.



	13. JOB DESCRIPTION AGREEMENT 

The job description will need to be signed off using the attached sheet by each post holder to whom the job description applies.




JOB DESCRIPTION AND ESSENTIAL ADDITIONAL INFORMATION FORM – SIGNATURE OF AGREEMENT

	Post Title


	Car Leasing Administrator

	Reference Number


	


The attached job description and essential additional information will be used as part of the Agenda for Change assimilation exercise and therefore the job matching panel may wish to seek further clarification on any issues contained within the documents. Should this be necessary please identify an appropriate Manager and Staff representative who can be contacted.

	Head of Service

	Lorraine Hunter

	Contact No.


	01224 556590

	
	

	Staff Representative


	 

	Contact No.
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