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SCOTTISH AMBULANCE SERIVCE

JOB DESCRIPTION



	
1. JOB IDENTIFICATION


	
JOB TITLE


	CAPITAL ACCOUNTANT 

	
JOB DESCRIPTION REFERENCE

	

	
DEPARTMENT

	COSTING & CAPITAL PLANNING   

	
NO OF JOB HOLDERS

	1

	
DATE JOB DESCRPTION AGREED

	







	 Notes

	
Terminology in job descriptions may change over time. This does not invalidate the job description and is only required to be updated when the entire job description is under review











	
2. JOB PURPOSE


	
The Capital Accountant is responsible for ensuring that the integrity of the fixed asset ledger of the Scottish Ambulance Service is maintained, and it is compliant with current accounting Standards/Policy.
  
Analysis of complicated system issues is required to resolve at source issues which may involve designing new approaches.  Requirement to liaise/advise with NHS National Finance Systems Team to identify most appropriate solution from SAS perspective to a variety of technical issues and development opportunities.

The Capital Accountant also forms an integral part of the year-end process both in the preparation of the Annual Accounts for the service, and in assisting the Auditors in carrying out their annual and interim audits.

As the controller of the fixed asset ledger, the post holder is required to maintain an asset system that has the capacity to comply with UK GAAP/IAS accounting rules, and NHS Capital Accounting rules covering the treatment of asset additions, disposals, revaluations, impairments, and depreciation.

The Capital Accountant will also support the good governance and reporting for the Scottish Ambulance Service Endowment Fund Charity.




	
3. DIMENSIONS


	
The Capital Accountant provides guidance and advice to Capital budget-holders, (e.g. Estates Manager and Fleet Manager) on their respective budgets totalling approx. £25m, and proposed projects and prepares capital elements of business cases.  The Capital Accountant will also represent the Scottish Ambulance Service in project teams supporting major capital investment projects and capital-related NHS Scotland Short-Life Working Groups and Networks.
In addition, the Capital Accountant is involved in the preparation of the three-year capital plan and forecasting of current and future year’s capital charges and depreciation costs.

The Capital Accountant solely maintains the asset ledger for the whole of the Ambulance Service and liaises with both operational and support directorate managers on the validity and accuracy of their respective asset base. The asset base totals £80m, consisting of approx. 1,000 operational and support vehicles, equipment both medical and mechanical, and a property estate of approx. 100 sites at a value of £37 million. The Capital Accountant also maintains the Service’s Lease Register in accordance with accounting standards. This consists approx. 60 leases, comprising of a mix of property, staff car and equipment leases.







	
1. ORGANISATIONAL POSITION 


	
SCOTTISH AMBULANCE SERVICE

FINANCE DIRECTORATE TEAM STRUCTURE













	
5.  MAIN TASKS, DUTIES AND RESPONSIBILITIES 


	
The Capital Accountant will assist in the preparation of the three-year capital plan, which fits with the strategic direction of the organisation.  This will involve co-ordination of data from a variety of sources to complete this complex plan.  Projections of between 3- 5 years of capital and depreciation charges will be required, necessitating assumptions and interpretations to be made.  From time to time scenarios will require to be developed which provide managers with various options on which to base decisions.  The post holder will also support major capital investment projects by being a member of and participating in project teams.

The post holder has responsibility for the preparation of sections of the annual accounts namely those that pertain to the capital assets of the organisation.  This involve liaison with external audit to ensure presentation of notes are in line with guidance provided and that external audit have requisite information to support these notes, in some cases there will be a requirement to justify to audit the accounting treatment used.  In order to achieve these tight timescales a significant degree of forward planning will be required including liaison with external audit to ensure that data analysis is provided to fit with their timeframes.  A high degree of concentration and accuracy is requited to prepare the required documentation to support the main financial statements.  The accounting rules are constantly changing and the post holder is required to keep up to date with current guidelines and will be required to provide guidance on how this will impact the Scottish Ambulance Service and what changes are required to ensure compliance.  This may involve being involved with Project Groups to develop national guidance for use by NHS Scotland.

The post holder has responsibility for the maintenance of the fixed asset ledger which will include:
· All changes to the Fixed Asset Register including additions, disposals, revaluations and impairments.
· Ensuring monthly depreciation charges are calculated and applied to assets
· Monthly reconciliations between Fixed Asset Register and Financial Ledger

The post holder is responsible for the importation and validation of the monthly payroll interface journal, reconciling the pay bill totals with payroll journal.

There is a requirement to create and develop Excel spreadsheets for capital elements of business cases. This requires creation of formulae and lookup tables, deciding on most appropriate relating to individual situation.

The post holder is responsible for the administration of the Service’s Capital Programme Governance Group, which will include:
· Preparation and issuing of meeting agendas, papers, meeting minutes and action trackers
· Supporting colleagues to develop mini-business cases for capital funding requests

In addition, the Capital Accountant will provide support to the Project Accountant through financial monitoring, administration and reporting of various project budgets. The post holder will also support the good governance and reporting for the Scottish Ambulance Service Endowment Fund Charity.




	
6 EQUIPMENT AND MACHINERY


	
· Long periods on computers and visual display units (VDUs)

· Software
Tranman – In-house fleet management system
eFinancials – the core financial management system 
	Business Objects – Financial management reporting tool
PECOS – In-house purchase ordering system
Real Asset Management (RAM) – Fixed asset register
Pro-Lease – Lease register
Microsoft Office Suite – in particular excel, word and office 365

· New systems may be introduced as the organisation and technology develops.




	
7.  SYSTEMS


	
As stated in 6 above there are a number of computer software systems used by the post holder.         A summary of these systems and the contribution of the Capital Accountant to them are:

The main software system used is the financial ledger system (eFinancials), and the post holder will use this to maintain the chart of accounts, financial reporting, system controls and the security of the financial data. As part of the financial system, there are various reconciliations required to be carried-out on Balance Sheet Accounts (e.g. Capital Retentions and Revaluation Reserve). The inclusion of monthly payroll data to the financial ledger by importing payroll data

The fixed asset ledger (Real Asset Management RAM)– The maintenance of all asset records by:
· Depreciating them according to accounting rules and over their anticipated lives
· The recording of all additions to, and disposals from the ledger. Any amendment to asset values through revaluation, indexation, and diminution of assets.

Pro-Lease is the Lease Register which maintains records of operating leases in line with IFRS16 accounting requirements.

Tranman is the Fleet management system, recording all vehicle records, including purchase, lease, disposal and maintenance of vehicles.

The purchase ordering system (PECOS) is the application used to order all goods and services for the organisation. The post holder requires to interrogate this application on capital/revenue expenditure issues.

Business Objects is a reporting tool, used to extract data from PECOS, the payroll database and the financial ledger.


	
8.  DECISIONS AND JUDGEMENTS


	
The post holder operates autonomously to a set of objectives agreed with the Project Accountant to meet the business and reporting objectives of the organisation within tight timescales. There are monthly, quarterly and annual timetables.

The post holder is guided by Financial Accounting Standards and must interpret these and relevant legislation to advise the organisation on their applicability and the impact on the organisations assets.

The maintenance of the asset register requires the post holder to use discretion in resolving accounting issues, communicating externally to Scottish Government and external audit, and internally on options available for the appropriate treatment of these assets and recommending to senior managers the appropriate option.




	

9.  COMMUNICATIONS AND RELATIONSHIPS


	
The post holder requires the ability to communicate and advise various staff groups at all levels within the organisation, gaining their co-operation on issues through negotiation and influencing skills.

Communication can be difficult when the other party does not have an appreciation for the importance of the issues being addressed and discussions require translation of financial theory into a form that non-finance staff can understand.

The post holder has a significant role in communication (both orally and in writing) with the internal/external auditors on all matters relating to the financial system and its operation, as well as being accountable for balance sheet transactions, especially those relating to assets.

The post holder will communicate with colleagues in the National Finance Systems Team over complex technical issues relating to the finance system and negotiate and advise them of the requirements of the Scottish Ambulance Service to ensure technical fixes and developments meet the business requirements of the Service.

The post holder will support major capital investment projects by being a member of project teams and providing financial guidance on complex capital accounting standards.  There is a requirement to interpret complicated data to non-financial managers and advise on potential courses of action in relation to fixed assets and legislation (e.g. accounting changes as a result of the introduction of the IFRS16 Lease Accounting Standard)

In some cases, there is a requirement to negotiate and influence staff into specific courses of action that are in the best interests of the organisation and there may be resistance to this advice.




	
10.  PHYSICAL, MENTAL AND EMOTIONAL DEMANDS OF THE JOB


	
The post holder requires highly developed keyboard skills as the majority of the tasks performed are on a computer at a workstation. Speed and accuracy in entering data is essential. 

The continuous use of a computer at a fixed location can be both physically and mentally demanding as frequent interruption is a constant factor of the job and the post holder will be required to reprioritise responsibilities to meet the demands of these interruptions.
   
A high degree of concentration in performing all data entry tasks within the financial ledger, and the asset register, is required to ensure integrity and accuracy of data.

The post holder is required to meet demanding deadlines on a monthly basis, which will require reprioritisation of responsibilities to ensure all deadlines are met.

Interaction at all levels of the Scottish Ambulance Service and in the wider NHS and beyond is necessary.  

Requirement to deal with a wide variety and level of individuals, deal with different behaviours and accommodate diverse needs of staff, but also wider within the Service when assisting staff to ensure they manage resources appropriately.




	
11.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB


	
This post is both demanding and challenging as a breadth of knowledge of accounting standards are required in order to reflect the financial statements accurately.  Reporting on financial results is subject to change in accounting standards on a regular basis and it is essential that the post holder keeps up to date with current accounting issues.  In the main, the International Accounting Standards will have a significant impact across the organisation (e.g. the introduction of IFRS16 Lease Accounting Standard).  Any changes in accounting standards/legislation must be interpreted and correctly applied by the post holder.

The post holder requires a significant knowledge and experience of various financial systems in order to maintain the systems and is required to problem solve at short notice when system faults are uncovered.

Due to the diverse nature and wide range of activities undertaken concurrently the ability to manage own workload is essential.  Workload requires continuous prioritisation to ensure accurate and timeous completion of tasks within tight timescales.

The ability to analyse, interpret and effectively communicate complex information in order to inform appropriate judgements to be made or recommendation on a viable course of action.

Managing competing demands and expectations of stakeholders, within tight deadlines.

The post holder will be required to be innovative and creative in working with partners and communities to develop solutions and ensuring these are affordable and sustainable.

Developing and maintain a detailed understanding of NHS accounting process and procedures.  To have an understanding of NHS Finance initiatives relating to capital and fixed asset accounting and to support implementation of changes in policy.




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

	
The post holder is responsible for the maintenance/adaptation and improvement of the financial ledger therefore it is essential to have substantial prior theoretical and practical experience of Capital Accounting and systems management (Minimum 3 years of each).
     
A degree in accountancy or relevant subject is required, along with part qualification in one of the Chartered Accounting bodies CCAB or CIMA (normally takes 3 years post degree to acquire) or substantial relevant theoretical and practical experience to this level.
     
Enhanced computer skills with knowledge of formulae preparation and creation of spreadsheets to an intermediate/advanced excel proficiency and word processing proficiency. 
     
The post holder would be expected to have an in-depth specialist knowledge of accountancy procedures, NHS legislation and NHS Finance policies.




	
13.  JOB DESCRIPTION AGREEMENT


	
Job Holder’s Signature:

Head of Department Signature:

	
Date

Date




Director of Finance & Logistics


Assistant Director of Finance 1wte


Assistant Accountant 1wte


Project Accountant 1wte


Capital  Accountant 1wte  THIS POST
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