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 NHS NATIONAL SERVICES SCOTLAND
JOB DESCRIPTION 
	1.     JOB DETAILS

	Job Title
	Management Accountant

	Immediate Senior Officer/ Line Manager
	Senior Management Accountant

	Department
	Business Finance

	SBU
	Finance

	Location
	Various

	CAJE Reference
	NPFING608

	

	2.	JOB PURPOSE

	Providing a high quality range of financial management services across all NSS Strategic Business Units (SBUs) through the provision of regular financial information and analysis.

	

	3.  	 DIMENSIONS

	The postholder will support the delivery of the management accounting service for NSS and Public Health Scotland, covering an annual revenue budget of c£870m.  The post holder will take work within a team focussed on one of the following workstreams:
· Pay
· Non-Pay / Contracts
· Income / Funding
· Projects

The postholder will have no line management responsibilities.


	4.   	ORGANISATION CHART


	

	5.   	ROLE OF THE DEPARTMENT

	The role of Business Finance function is to support the SBU management teams; NSS Board; and wider NHS Scotland in the delivery of financial sustainability and value in support of direct patient care, public health and related activities. 
The Business Finance function is responsible for:
Provision of strategic financial advice, support and challenge across NSS and wider NHS Scotland to drive financial sustainability and maximise value 
Financial planning, budgeting and forecasting to support decision making and the achievement of financial targets for SBUs; EMT; NSS Board and its Committees (the Management Accountant role will focus on this area of Business Finance)

	

	6.   	KEY RESULT AREAS

	1. Supports preparation of financial plans and business cases, through the interrogation and interpretation of historical and current financial data, and within agreed timescales which contributes to the long-term financial plans and sustainability of NSS.

2. Prepares working papers to support the production of NSS’ Annual Accounts

3. Monitor and report actual performance against budgets, variance analyses and year end forecast reports. Identify issues, then propose and agree necessary actions with colleagues to ensure the SBU operates within the available resource.  Prepare reports for SBU management teams reviewing financial performance at monthly/quarterly management performance reviews. 

4. Provides detailed financial analysis when required to meet the needs of NSS SBUs.  An example of this is detailed insight into staffing costs and budgets, looking at historical trends and future forecasting to inform decision making in both the shorter and longer term.

5. Takes an appropriate role in ad-hoc projects initiated within NSS to ensure that financial aspects and implications are fully considered in achieving project objectives such as robust financial costings using NSS day rate charging mechanisms.

6. Assist the Senior Management Accountant to support NSS colleagues by ensuring  they have the necessary finance skills and knowledge for effective budget management by raising awareness and training colleagues across NSS on the classification and interpretation of financial information. 

7. Supports regular reviews of internal systems, processes, policies and procedures, and implements developments and new ways of working to ensure continuous service improvement and best practice across NSS and other Customer Boards i.e. Public Health Scotland. This will include use of internal and external benchmarking as appropriate with business process reengineering and ratio analysis, to support informed decision making.

8. Collaborate with other finance colleagues to share knowledge and best practice and ensure a consistent, high quality of service delivery.

9. Whilst the Senior Management Accountant has overall line management responsibility for the Accounting Technician, the post holder has supervisory responsibility which will include practical training and support to the Accounting Technician.

	

	7.    	ASSIGNMENT AND REVIEW OF WORK

	The post-holder will adjust priorities to meet changing customer requirements and will review these, self managing any conflicting demands, seeking advice from the Line Manager only when necessary.  The post-holder will plan and prioritise their work to support a range of activities including: SBU’s Strategic and Annual Business Plans, project support work and financial requests. Work will also emanate from the Director and other members of the SBU Senior Management team.

Given the various sources for the work and the constantly changing nature of that work, the post-holder will be required to make judgements around prioritisation of their workload.

The postholder is responsible for analysing and presenting financial information for use in business decisions. The postholder will make recommendations based on this information e.g. judgement on areas to be targeted for savings, allocation of finances, financial risk, presentation of information, forecasts and forward planning etc. in line with policy & procedure.

Formal line management reporting for the post-holder will be to the Senior Management Accountant on a monthly basis.  The post-holder may be required to work flexibly in short term project teams out with their usual service area, working with staff from other areas of the SBU. 

Participates in the formal objectives setting and performance appraisal process within Finance.  Takes a pro-active approach in the formulation of a personal development plan.  The Line Manager will undertake evaluation of results/objectives.

	· 

	

	8.    	COMMUNICATIONS AND WORKING RELATIONSHIPS

	Communications will be with regards to all type of complex financial information from advice on particular complex issues (e.g. accounting prepayments and / or accruals) to the monthly reporting of budgetary position to answering general financial queries. Communications can be both formal and informal, requiring skilled and effective verbal and written methods.

The postholder must discuss, explain and provide complex financial information in a simplified manner using tact and diplomacy so that it can be easily understood by staff who are not financial experts.

The postholder will deal with sensitive and confidential information which will occasionally be contentious regarding complex financial issues and will Investigate complex anomalies/queries in order to provide accurate information. 

Internal

Frequent contact with senior staff across NSS e.g. Director, Heads of Service, Service Managers, Finance colleagues. The postholder will also collaborate with finance colleagues to develop wider service offering, and have regular meetings with their line manager to report on progress.

External

The postholder will be in communicate with other Finance Staff in Health Boards regarding management accounting in relation to services provided to Health Boards. Also the postholder will discuss  annual accounts working papers and respond to queries from Internal and External Audit.

· NHSScotland staff ~ Finance and other SBU customers
· Other non-NHSScotland customers
· Suppliers

	

	9.	MOST CHALLENGING PART OF THE JOB 

	To balance, prioritise and deliver all aspects of the job consistently across NSS to ensure that, through budget holders, the organisation utilises and benefits from a full package of effective financial management information. 

	

	10.	SYSTEMS

	Create and maintain detailed Microsoft Excel spreadsheets to produce financial information for providing to SBU budget holders on a regular basis / on occasion. The financial information is produced in a reporting format, which requires analysis and formulas to calculate figures i.e. forecasting. The postholder will support the production these reports on a regular basis i.e. twice per week. This also includes the construction and maintenance of complex spreadsheets to facilitate monitoring, forecasting and reporting; development and maintenance of reports from Business Performance Monitoring System.

Support the data entry and maintenance of NSS accounts on the Financial Management Information System to ensure accurate financial reports are produced by managing the storage and retrieval of information. The postholder will store and transmit data in accordance with data protection, freedom of information and confidentiality principles.

The postholder will maintain and reconcile Divisional MS Excel databases for actual and forecasting purposes (e.g. Salaries & Wages, Income Schedule, Prepayment schedules etc.)

Population of Collaborative Planning, Tableau and MS Excel databases to facilitate monitoring, forecasting and reporting.

	

	11. 	WORKING ENVIRONMENT AND EFFORT

	Physical Effort

	Combination of sitting, standing and walking. Little physical effort required as it is office based. 

Approximately 25% of time will be attending meetings. 

	Mental Effort

	The postholder will require long periods of concentration when responding to information requests from senior managers, conducting meetings with members at every level of management within SBU as well as sitting for long periods concentrating on producing information.  

There is a requirement to be particularly alert at all times, as the post deals with financial and management information that informs managerial and business decisions.

Considerable mental effort is required to analyse existing financial models with a view to modifying them or creating new ones to produce the financial information required.

The job has an element of structure to it, however Finance is a service provider, therefore it must be able to respond to requests from the business for information at short notice.

Requirement to be able to solve problems that arise on a frequent ad-hoc basis within the department e.g. developing monitoring tools to enhance the ability for business decisions.


	Emotional Effort

	Occasional requirement to resolve and handle conflict when dealing with conflicting priorities, challenging behaviour and customer demands.

	

	12. 	ENVIRONMENTAL / WORKING CONDITIONS & MACHINERY AND EQUIPMENT

	Working in an open plan environment with a significant amount of time during the working day spent either at a desk working on a computer or in meetings.

General office equipment is used including VDU, laptop/computer – for which standard keyboard skills are required, printer for various purposes (e.g. drafting, e‑mailing, and checking) for large parts of each day working.

The post holder may be required to travel other NSS sites. This travel may be by road or rail as required by the particular circumstances.

	

	13. 	QUALIFICATIONS AND/OR EXPERIENCE SPECIFIED FOR THE POST

	Qualification
Degree in a finance related subject or be working towards a professional qualification

Experience
Additionally, demonstrable experience in a financial management role

Skills & Knowledge
· Good communication and negotiation skills with the ability to persuade and influence others.
· An understanding and hands-on skills in financial information systems and other IT systems.
· An understanding of the workings of NSS SBUs and NHS Scotland.


	

	14.   	JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each postholder to whom the job description applies.


	Postholder Signature:
	
	Date:
	
	

	
	
	
	
	

	Postholder Print:
	
	
	
	

	
	
	
	
	

	Manager Signature:
	
	Date:
	
	

	
	
	
	
	

	Manager Print:
	
	

	
	
	
	
	

	Manager Title:
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