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JOB DESCRIPTION                                   

	1. JOB IDENTIFICATION

	Job Title:



Financial Services Accountant

Responsible to (insert job title):
Head of Financial Services & Procurement
Department(s):


Financial Services

Directorate:



Finance

Job Reference:


No of Job Holders:                        1

Last Update (insert date):

July 2023



	2.  JOB PURPOSE

	The post-holder is responsible for the operational management and delivery of a number of core financial services processes, encompassing accounts payable, accounts receivable including credit control, ledger account maintenance and reconciliation, VAT advice and compliance, financial monitoring/ performance reporting, preparation of accounts to trial balance and supporting statutory annual accounts/financial information presentation for publication. 




	3. DIMENSIONS

	Fife is situated 15 miles from Edinburgh and NHS Fife is responsible for the health of a population of over 367,000 people across Fife.  NHS Fife delivers services through the Health and Social Care Partnership and through an Acute Division of two acute hospitals - Queen Margaret Hospital, Dunfermline and Victoria Hospital, Kirkcaldy. 

Exchequer Funds

Revenue budget allocated to Health Board:        £850m

Capital budget allocated to Health Board:
  £33m

Financial Services & Payroll Staff: 
             31 wte

Endowment Funds

Investments                                                  £15m

Endowment Fund



     360 funds



	

	 


	4.  ORGANISATIONAL POSITION

	











	5.   ROLE OF DEPARTMENT

	· The Finance Directorate provides leadership, management and direction on all aspects of financial governance, financial management and financial stewardship across the organisation.

· The Finance Directorate is responsible for the provision of financial advice and guidance required for effective corporate management and strategic and operational decision-making, in both the short and medium term; a high quality, fit for purpose, procurement service and a high quality, fit for purpose, payroll and expenses service.  
· The Directorate is also responsible for the provision of information underpinning NHS Fife's public accountability for stewardship of its funds, and providing advice and information to secure effective planning and delivery of investments in service improvements and organisational change.
· The role of the Financial Services Department is to provide comprehensive financial advice required by the Director of Finance to fulfil the statutory obligations of NHS Fife.


	6.  KEY RESULT AREAS

	· Discusses and where necessary negotiates to minimise the impact of sensitive and complex financial issues with HMRC, finance colleagues, external advisors, auditors and colleagues in other Boards/public sector organisations .

· Provides advice on complex financial issues to senior financial and non-financial managers.

· Provides guidance and regular updates on statutory and technical accounting matters to staff across the board.
· Performance management and appraisal of support staff in the Financial Servicesteam involving feedback, coaching, training and counselling where appropriate.

· Develops plans to improve the efficiency of accounting processes and associated financial governance arrangements which impact across the finance department & the organisation as a whole;

· Manages the delivery of the organisations book keeping and technical accounting, supporting accounts payable, accounts receivable and credit control  services.

· Prepares plans to schedule workload and ensure that appropriately skilled people are available when required to manage the key priorities.

· Comment generally, for consideration by the Senior Finance Team, on technical accountings risks inherent in the organisations medium term financial plan.

· Suggests changes to and implements accounting policies and financial governance arrangements across the organisation ensuring compliance with national guidance, relevant legislative requirements and accepted best practice. 

· Where relevant proposes changes to and implements national accounting and financial policies and procedures.
· Authorised signatory for various accounts payable/treasury functions (BACS/CHAPS/Cheque payments).

· Responsible for HMRC VAT and CIS compliance (penalties for non compliance can be severe).
· Prepare and support the completion of the Boards annual statutory accounts and month end returns to meet the requirements of the Board, the Scottish Government Health and Social Care Directorates and the Boards External Auditors, liaising and working alongside financial management staff to complete required returns
· To ensure that any agreed recommendations from Internal and External Audit reports are promptly actioned, in relation to areas within the scope of the Financial Services Department. 
· Actively participate in the development of standards, policies and procedures, including Standing Financial Instructions (SFI’s) and Financial Operating Procedures (FOP’s) to ensure that services are provided to the agreed quality standards; and ensure these documents are appropriately disseminated in all relevant areas.

· Deputise for the Head of Financial Services & Procurement when required.

· Other duties may be allocated to meet the objectives of the service.


	7a. EQUIPMENT AND MACHINERY

	· Essential user of Personal Computer(s) and networked systems as part of the core Single System Finance Team within NHS Fife. Use of office equipment: PC, photocopier, printer, telephone



	7b.  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 eFinancials and 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 




	8. ASSIGNMENT AND REVIEW OF WORK

	· The postholder will be expected to work with minimal supervision and to demonstrate considerable initiative. 

· Objectives will be agreed annually with the Head of Financial Services & Procurement. The postholder is responsible for ensuring delivery of those objectives within the obligations of the post. Formal review will take place at midyear and yearend, through the eKSF process. Update of objectives and review of progress will also take place through regular 1:1 meetings. 

· A number of timescales are predetermined by the control environment, e.g. monthly and annual reporting cycles.

· The nature of the work will be will be a combination of routine, planned and timetabled tasks. In addition ad hoc assignments may be requested. 

· Beyond this the post holder’s work will be informed by issues arising across the organisation and the resulting identification of need as well as evolving best practice. 

· Workload management is the responsibility of the post holder. The post holder is required to prioritise workload to ensure all the demands of the organisation are understood and all necessary deadlines are met. 




	9.  DECISIONS AND JUDGEMENTS

	· Analyses of complex accounting problems assessing risk and developing options to mitigate the impact of changes in accounting policy or statutory compliance obligations on the organisation.

· Review and comment on the value for money and efficiency of the proposed procurement route and accounting treatment for major infrastructure projects including assessment of lease v’s buy decisions.

· Manages a range of potentially conflicting targets/objectives some ad hoc (e.g. HMRC audit, requests for urgent advice on the appropriate legislation/accounting standards that apply to a change in practice) and some absolute deliverables (e.g. VAT return, monthly financial reporting, forecasts and estimates and annual accounts) requiring regular re prioritisation of workload. 

· Interpretation and analyses of complex financial accounts and other financial and statutory returns.

· Technical financial advice on the impact of the asset valuation and disposal programme.

· The postholder will be expected to plan and co-ordinate their own work.
Autonomously prioritising a diverse workload whilst undertaking work to continuously improve the reliability and quality of financial information provided to the services. 


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Developing and maintaining effective working relationships with managers and clinicians who have competing priorities, in order to convey the importance of safeguarding financial control.
· Balance the requirement to support service improvement and transformation whilst ensuring due process in delivering the efficiency priorities and other financial targets. 

· Strong communication and influencing skills are required to develop and maintain matrix working within the Finance Department. 

· Ongoing development of the service and finance systems used by the Board.

· To ensure the most effective response from the Financial Services Department to management and staff requirements to the required deadlines

· To assist the Head of Financial Services & Procurement in ensuring that the service meets the required corporate and financial governance standards.



	11.  COMMUNICATIONS AND RELATIONSHIPS

	· The ability of the post holder to maintain key relationships and effective communication with a range of other individuals and parties will be crucial to the success of this role. 

· Communication will need to be appropriate and flexible to meet the requirements of the recipient(s), including written reports, presentations, informal briefings, group discussions, and 1:1 meetings. 

· The postholder will have the ability to communicate and explaincomplex financial analysis/issues, to be conveyed in a clear and concise manner to all stakeholders. It may be communicated to inform and influence key decisions and the postholder will have the ability to deal with potential conflicts in an unbiased and supportive manner. 

· The job holder will require excellent verbal and written communication skills, with the ability to establish effective working relationships at all levels, both within and outwith the NHS.  The ability to communicate complex financial information to non finance staff.

Examples of key relationships include: 

Internal: 
· Head of Financial Services & Procurement

· Director of Finance 

· Deputy Director of Finance 

· Assistant Director of Finance 

· Finance Business Partners and Management Accounting staff 

· Financial Services staff 

· Directorate General Managers 

· Service Managers 

· Senior Nurses 

· Clinical Directors 

· Clinical and non clinical staff 

· Internal Audit 

· Trade Unions and staff organisations 

External: 
· Scottish Government Health & Social Care Directorates 

· Other NHS Boards 

· External Audit 




	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical

· A combination of sitting/standing/walking.

Mental

· Retention of highly complex financial information

· Prolonged concentration required when analysing complex financial information

· Prolonged concentration required when completing monthly financial returns and statutory accounts

· Frequent interruptions from colleagues some of which may require the job holder to switch tasks

Emotional

· Staff problems and performance

· Handling grievance and disciplinary issues

Environmental

· Use of PC for the majority of the time

· Large open plan office with fluorescent lighting on continuously




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

	Qualifications 

A degree in Accounting or relevant field

· Qualified or Part Qualified Accountant (working towards)  membership of one of the five bodies recognised by the Consultative Committee of Accounting Bodies (CCAB) or the Chartered Institute of Management Accounting (CIMA). 

Experience 

· Relevant experience within a complex organisation with demonstrable experience in a management accounting role. 

· Knowledge and understanding of national health policy and the impact on financial planning and control. 

· Specialist knowledge of International accounting standards, UK GAAP and relevant legislation, policies and procedures governing best practice in financial governance and account preparation in the NHS. 

Skills 

· Excellent communication and presentation skills 

· High degree of numeracy and analytical skills 

· Ability to influence, persuade and negotiate 

· Determination, resilience and persistence 

· Organisational skills to ensure competing priorities are achieved to agreed timescales 

· Excellent report writing skills 

· Ability to travel.

· Mandatory Induction Standards and Code of Conduct for Healthcare Support Workers – NHS Circular CEL(2010)23 

· Your performance must comply with the “Mandatory Inductions Standards for Health Care Support Workers in Scotland” 2009; and with the Code of Conduct for Health Care Support Workers, both as amended from time to time, which will be issued with your contract (further copies can be obtained from Human Resources). Failure to adhere to the Standards or to comply with the code may result in poor performance measures or disciplinary action and could lead to dismissal; or if you are self-employed, such failure will be deemed to be a breach of an essential term of your contract, allowing us to terminate with or without notice.




	14.  JOB DESCRIPTION AGREEMENT

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

 Job Holder’s Signature:

 Head of Department Signature:


	Date:

Date:


Head of Financial Services & Procurement





Payments Manager





Head of Procurement





Financial Services Accountant





Ledger Control / Treasury Manager





FS Admin Assistant








