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SCOTTISH AMBULANCE SERIVCE

JOB DESCRIPTION



	
1. JOB IDENTIFICATION


	
JOB TITLE


	
Head of Finance – Projects & Planning


	
JOB DESCRIPTION REFERENCE

	

	
DEPARTMENT

	Finance

	
NO OF JOB HOLDERS

	

	
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


	Please refer to job description guidelines before completing a new job description










	
2. JOB PURPOSE


	
To lead and manage the capital and revenue project accounting service which provides a wide range of professional advice and financial services to the Scottish Ambulance Service, including support for major capital programmes and priority revenue investments.
The post holder will also oversee and co-ordinate a programme of activity based and patient level costing which support effective service delivery and foster a culture of continuous improvement.

To drive, shape and influence the strategic and financial decison making of the Service’s Endowment Fund through expert advice and challenge

To lead and manage the financial governance and decision making of the Service’s Research and Innovation function through expert advice and challenge




	
3. DIMENSIONS


	
To provide the senior financial advice and guidance required for effective corporate management, strategic and operational decision-making in the short, medium and long term.
Provide advice and information to secure effective planning and delivery of investments in service improvement and organisational change.
The post involves taking on a high profile financial role within the organisation, providing accountability to the organisation in ensuring its legal financial duties and obligation are met.
The role involves a significant element of joint working with other health boards, IJB’s, Local authorities, Scottish Government and other emergency services, along with other senior management teams, departments and directorates within the Scottish Ambulance Service. The postholder will be expected to establish, develop and successfully maintain these working relationships at all levels.
The postholder will operate at a senior level across all areas of the service, work closely with colleagues within the service and with a range of other external stakeholders to encourage cross-organisational working and develop best practice across the boards on a local and national basis.






	
4. ORGANISATIONAL POSITION (organisational charts can be included as an appendix if preferred)


	









	
5.  MAIN TASKS, DUTIES AND RESPONSIBILITIES 


	1. Provide leadership and direction to a team, ensuring a strong focus on service quality and improvement in delivery, supporting work across Scottish Ambulance Service and the wider NHS Scotland
2. Provide major national initiatives and work streams with appropriate levels of financial support. This includes production of business cases that will involve direct communications with 3rd party suppliers during the negotiation phase and after award of business, financial analysis, use of techniques such as sensitivity analysis, and application of financial and economic appraisal techniques. Once an initiative is approved ensure robust systems are in place to control, monitor and report on financial performance against targets.
3. Oversee the design, implementation and maintenance of appropriate tools to provide managers with reliable and consistent information upon which to base decisions regarding the allocation and redistribution of scarce resources for key capital/revenue funded projects within Scottish Ambulance Service and beyond
4. Identify financial risks associated with major initiatives. Score the risks in accordance with the Scottish Ambulance Service risk matrix, track the risks, advise project managers of potential solutions to ensure the risks are managed and monitored effectively until formal closure of risks.
5. Lead the implementation and on-going delivery of Activity Based and Patient Level Costing for the Scottish Ambulance Service to provide visibility and clear understanding of the “cost to serve” to inform decision making and Financial Sustainability planning.

6. Provide expert advice and leadership on the application of improvement approaches and methods to support Finance colleagues in delivering innovative, effective and value add systems and process improvements.  This includes identifying and delivering opportunities for process efficiencies and savings across Finance, the wider Service, and beyond utilising digital and system solutions, to ensure the Service continues to transform the way we deliver our services. 
7. Oversee designated strategic work streams designed to improve service quality, reduce costs and increase the effectiveness.  This includes identifying and taking the lead on opportunities to synergise system processes and workflows as they relate to the functional teams and continually monitoring, reviewing and refining the quality and efficiency of processes and systems to meet customer requirements.     Establish a thorough understanding and knowledge of Scottish Ambulance Service business (and NHS Scotland) through building excellent working relationships with staff across areas of responsibility. 
8. As line manager of a team, the postholder is responsible for the overall day to day management, which includes planning, recruitment, appraisal, discipline, training and delegation. Develops and motivates the team in the delivery of high quality services, setting clear objectives, monitoring progress and assisting in resolution of problems to achieve required results.  This will include mentoring/coaching junior project staff who may be undertaking their professional accountancy qualifications. 
9. Maintain an up to date understanding of professional financial and management and accountancy issues for both continuing personal development and to ensure this knowledge is used to promote best practice
10. Deputise for the Assistant Director of Finance as required at meetings such as Project Board Meetings, Scottih Government meetings, Senior Management Team and other internal financial review meetings and external meetings to ensure continuity of service. 





	
6 EQUIPMENT AND MACHINERY


	· Working in an open plan environment or at home with a significant amount of time during the working day spent either at a desk working on a computer / in meetings.
· Essential user of Personal Computer and networked systems as part of the core Single System Finance Team within SAS. Use of office equipment: PC photocopier, printer, telephone.
· New systems may be introduced as the organisation and technology develops, however training will be provided.




	
7.  SYSTEMS


	· Good knowledge of word processing and e-mail systems. Frequent day-to-day user of MS Office suite of software including Excel, Word Access and PowerPoint. Use of Internet for research purposes.
· Good knowledge of Business Objects for reporting purposes.
· Expert knowledge of complex software tools available to support the provision of financial and activity modelling.
· Design and manipulate spreadsheets for the maintenance of records required within the department- data is shared with other internal users.
· The postholder will use information from a range of sources to provide insight to support decision making and to drive financial sustainability and maximise value.  As part of this, the postholder will use Microsoft Office programmes to develop reports and presentations – this may involve the manipulation of database information to create financial models and use of statistical graphics to present information effectively. 

· 



	
8.  DECISIONS AND JUDGEMENTS


	The post-holder will establish their own detailed priorities within annually agreed objectives and allocation of workload from the Assistant Director of Finance.  The post holder is required to prioritise, plan and delegate workloads as appropriate to meet planned and ad-hoc demands.  Work will also emanate from a number of sources including strategic and annual business plans.
The majority of these objectives are carried out using the postholder’s initiative, where they must plan and organise their own workload, working to rapidly changing priorities and timelines. The post holder is expected to exercise considerable autonomy and will have limited direct supervision. 
Given the various sources of work and the constantly changing nature of such work, the postholder must manage and prioritise their workload to ensure that tasks are completed to timescale.
The post holder will also oversee the workload of their entire team to ensure that all requests and services are prepared accurately within agreed timescales
The post holder is responsible for interpreting, analysing and presenting financial information for use in strategic business decisions.  The post holder will often make recommendations based on this information e.g. Judgement on areas to be targeted for savings, pricing options, approach to take in negotiations, allocation of finances, financial risk, presentation of information, forecasts and forward planning etc. 
Formal line management reporting for the post-holder will be to the Assistant Director of Finance.
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 post holder works to recognised Standards of Accounting Practice, NHS legislation and finance policies, SAS standing financial instructions, interpreting, making judgements and applying these as appropriate. This will require the post-holder to use judgement where ambiguity exists in relation to policies and standards.

· 






	
9.  COMMUNICATIONS AND RELATIONSHIPS

	
Communicates information at all levels across SAS and NHS Scotland concerning issues that can be highly complex, sensitive and confidential such as performance review, service redesign resulting in organisational change, information required for reports to the Board, Options Appraisal and Business Cases. Applies well developed motivational skills through interactions with Directors, managers and staff.
The post holder is required to use a wide range of skills such as negotiation, mediation, persuasion and tact when communicating with contacts both internal and external.  
Must be able to negotiate with senior stakeholders on difficult issues and present highly complex and sensitive information to large and influential groups.
Negotiating on difficult and controversial issues including performance and change.
The post holder will be required to communicate both verbally and in writing with a number of internal and external stakeholders, in the design and consultation of service and process development and implementation, and generation of business cases to support significant strategic investments across SAS and NHS Scotland

Internal
· Close working relationships with Director of Finance and Finance SMT/Regional Directors/Heads of Service colleagues on an informal and formal basis using collaborative verbal and written methods of engagement and communication. 
· Negotiates with senior stakeholders on difficult and controversial issues and presents highly complex and sensitive information to large and influential groups. Often the need to convey highly contentious information in an atmosphere where change is proposed.
· Regular meetings with across the Service to ensure effective service improvement and any associated change management that relies on contributions from other areas of SAS.
External
· The post holder is expected to utilise effective partnership working through establishment and maintenance of good working relationships with key internal and external stakeholders in line with requirements; 
· Negotiates with senior stakeholders on difficult and controversial issues and presents highly complex and sensitive information to large and influential groups, such as proposing preferred options within Business Cases. Often the need to convey highly contentious information in an atmosphere where change is proposed.
· Effective customer engagement where service improvement requires liaison with external customers/clients.  These relationships are essential to ensure that existing services are meeting customer and stakeholder requirements, and that proposals for new work or service changes are fully explored;




	
10.  PHYSICAL, MENTAL AND EMOTIONAL DEMANDS OF THE JOB


	Physical Effort
Little physical effort required as the role combines periods in an office environment and attendance at meetings which includes, virtually and on and off-site. 
Approximately 25% of time will be attending meetings

Mental Effort

The post holder requires regular pro-longed concentration periods when responding to requests from senior managers, conducting meetings, 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 significant managerial and business decisions.

The job has an element of structure to it, however Finance is a service provider, therefore it must be able to respond to new “project” requests from the business for information at short notice.  Strong element of unpredictability in working day. The ability to make sound judgements, deal with unpredictable interruptions and meet deadlines, using own initiative. Requirement to change from one task to another, prioritising effectively and adjusting plans.

Substantial mental effort required for problem solving, juggling demands and negotiating and influencing stakeholders to meet competing priorities and to understand complex methodologies linked to business case development and business process redesign
Emotional Effort

Occasional requirement to resolve and handle conflict when dealing with conflicting priorities, challenging behaviour and customer demands.
Dealing with conflict and difficult situations at meetings when tensions are running high, while maintaining an entirely professional manner and service.
The post holder may on occasion have to present highly sensitive or contentious financial information e.g. business case options for service reduction to ensure financial targets are achieved that could impact on staff/posts.
Line management responsibilities for the performance of team members – this may result in disciplinary or change in duties.  Managing the team through changes to roles and processes.





	
11.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB


	The postholder will be expected to constructively and positively challenge traditional approaches and existing ways of thinking – and express new /alternative options and innovative solutions - which at times may involve challenging change management actions - in order to influence management thinking and decision making to deliver effective solutions that improve service delivery and financial sustainability that meet the strategic objectives of SAS and wider NHS Scotland 

Driving a service improvement culture across all areas of Finance and the wider service where quality, process improvement and performance management are embedded and service redesign is a key part of business as usual to effectively support service delivery and the maximisation of qualitative, quantitative and customer focussed benefits.
The post holder will also need to have the ability to work under pressure and adhere to timescales to provide financial information and advice as required within SAS and beyond.






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

	Qualifications
· A degree (or equivalent)
· Qualified Accountant with membership of one of the six bodies recognised by the Consultative Committee of Accounting Bodies (CCAB) (or equivalent)
· Continued Professional Development undertaken since qualification.
Experience
· Significant post-qualifying experience in a senior financial post with a multi-professional organisation.
· Professional detailed knowledge and experience of financial accounting standards in conjunction with an in depth knowledge of legislation and NHS finance policies acquired through experience 
Knowledge & Skills

· Proven ability to lead, manage and motivate high calibre staff to ensure their continuous personal and professional development. 
· A proven pedigree of managing and delivering a challenging and high profile business service.
· A consistent track record of achieving continuous business improvement.
· Excellent communication, facilitation and negotiation skills, including the ability to simplify and communicate complexity, and the maturity to operate at all levels within NSS, and potentially NHS Scotland and the wider public sector. 
· Ability to robustly challenge traditional ways of thinking and inspire new approaches, leading change
· Presenting complex technical information to large groups of non-finance professionals and multi-disciplinary teams
· Highly effective at building collaborative working relationships




	
13.  JOB DESCRIPTION AGREEMENT


	
Job Holder’s Signature:

Head of Department Signature:

	
Date

Date




Director of Finance & Logistics


Assistant Accountant


Capital 
Accountant


Assistant Director of Finance Costing & Capital Planning


Head of Finance - Projects & Planning
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