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 NHS NATIONAL SERVICES SCOTLAND
JOB DESCRIPTION 
	1.     JOB DETAILS

	

	Job Title
	Payments / PV Lead

	Immediate Senior Officer/ Line Manager
	National Finance Manager

	Department
	Contractor Finance

	SBU
	Finance, Central Governance and Legal

	Location
	Gyle Square, Edinburgh

	CAJE Reference
	175916

	

	2.	JOB PURPOSE

	To manage the Payments services to all Family Health Service (FHS) contractors, and Payment Verification services to all NHS Boards and the Scottish Government, to forecast expenditure and monitor actual results providing advice on variances.
To provide and develop a comprehensive Payment Verification service and provide assurance that all relevant issues concerning probity and quality of service across Dental, Ophthalmic, Medical and Pharmacy activities are properly monitored and that all areas of potential risk are reported to the National Finance Manager. 
To manage and organise the relevant staff to achieve departmental deadlines whilst ensuring that national requirements around Payments and PV work are fully covered to meet Health Board Finance, Internal and External Audit standards.
To support the National Finance Manager in the work of Contractor Finance. 
Ensure compliance with the Regulations and accuracy of payments whilst maintaining a strong customer and patient focus.

	

	3.  	 DIMENSIONS

	NHS National Services Scotland (NSS) is the working name of the Common Services Agency and as a non-departmental public body is designed and enabled to provide a range of support services to Health Boards, Health and Social Care Integrated Joint Boards and across the wider Scottish Public Sector. 

NSS is committed to helping its customers achieve financial benefits from working with us. The Finance function plays a key role in ensuring that NSS has appropriate systems of financial control and is able to identify opportunities to drive financial savings and support the management and delivery of these savings, both internally and for our customers.

NHS National Services Scotland (NSS) has a strategic ambition to be a major shared service organisation to the wider public sector in Scotland. To do this NSS must be an exemplar in compliance with financial, statutory and regulatory requirements whilst delivering operational excellence and drive significant financial value both internally and on behalf of NHSScotland. 
Contractor Finance manages a total budget of £800 million per annum to General Medical Practitioners for Primary Care services provided to the patients of Scotland, approximately £1.3 billion payments to Primary Care dispensing contractors, £400m for General Dental Services and £100m for Optometry.
We deliver our services in a highly audited system with external audit and ISO accreditation.
Line management responsibilities of the team involved in service provision. 
Authorised signatory for part of £2.5billion across Dental & Ophthalmic, Medical and Pharmacy contractor streams.



	4.   	ORGANISATION CHART

	

	

	

	5.   	ROLE OF THE DEPARTMENT

	National Services Scotland’s core purpose is to deliver effective national and specialist services which enable and support improvements in the health and wellbeing of all the people of Scotland. It delivers these services through its strategic and supporting Directorates.
The Scottish Government places a heavy reliance on NSS for perspective and guidance in relation to formulation of strategic public sector policy in shared & specialist services. 
The Finance, Corporate Governance and Legal Services Directorate provides a range of professional financial, corporate governance and legal services both internally within NSS and on behalf of NHSScotland boards and the wider public sector.
FINANCE 
NSS Finance consists of c200 WTE delivering a broad range of financial services to NSS and to other NHS boards through shared services arrangements.
Business Finance enables sound and effective financial decision-making across the organisation, providing advice and support Directorates and ultimately the NSS Board in the delivery and cost-effective services to NHSScotland in support of direct patient care, public health, and related activities.
Finance Operations delivers core transaction processing and financial accounting services to NSS, and a range of financial shared services for PHS, HIS, The State Hospital, NES and NHS 24.
.

Contractor Finance. 
In addition contractor finance provide advice to practitioners, their staff and financial advisors, financial and statistical information to NHS Boards and for information and returns required by the Scottish Public Pensions Agency of the Scottish Government.
Contractor finance provide a full range of finance activities in relation to General Medical Practices, Community Pharmacies, Dispensing Doctors, Appliance Suppliers, Stoma Providers, Ophthalmic Practices and Dentists on behalf of all territorial NHS Boards.


	

	6.   	KEY RESULT AREAS

	1. Manage the accurate and timely processing of monthly contractor payments, in order to ensure that payments and other reporting are made in accordance with the partnership agreement. Responsible for the provision of statutory, quarterly and annual returns of financial / statistical information e.g. SPPA. This includes the production and reconciliation of the Key Performance Indicators (KPI) in line with the Annual Business Plan.

2. The post holder is responsible for managing, planning, co-ordinating and delegating the daily work schedules and daily priorities of the team, devising and implementing solutions to ensure achievement of business deadlines whilst maintaining a high level of accuracy, quality and probity. 

3. The post holder is responsible for reviewing and evaluating work produced by the team, providing constructive feedback and guidance on improved working methods, ensuring continuous improvement.

4. The post holder is responsible for writing complex management reports in line with Scottish Government guidelines, by using specialist knowledge, experience and analytical skills to extract specific & complex data, analysing, interpreting and communicating this data in a concise and appropriate format for investigations. Communicating complicated and potentially contentious implications or sensitive information, additionally the post holder will make initial recommendations to stakeholders which may lead to further investigations.

5. Support the National Finance Manager and deputise when required. Ensure compliance with statutory regulations, contribute towards strategic and operational planning, NSS policies and procedures and participate in any other training, developments and changes to working practices for staff. 

6. Provide support, advice, guidance and information to stakeholders concerning Statutory Regulations to ensure contract compliance and accurate payments. The post holder will compose and develop complex and concise Contractor Letters and Patient Letters which may be sensitive in nature, in order to avoid causing undue distress. Handling telephone calls from patients and Contractors in a professional, confidential, sympathetic and understanding manner.

7. Implement compliance and adherence to Standing Financial Instructions, ensuring that the requirements of internal and external Auditors are met. Manage, monitor and control the quality of services provided by finance staff to its stakeholders through a program of ongoing development.

8. The post holder will continue to develop an in-depth working knowledge of the various regulations required to process payments and undertake payment verification where appropriate.  Participate in the development of new or revised national payment systems for making payments to all contractors in accordance with the terms of national contracts to ensure that such systems support the work of PSD. Contributing specialist knowledge in order to assist in the development of specifications, provision of advice and guidance on service improvement projects.

9. The post holder will research, develop, test and implement procedures on a rolling basis.  Ensuring that national requirements are fully covered to meet Health Boards Finance, internal and external Audit Standards, while maintaining a high level of accuracy, quality and probity.  Develop and maintain existing departmental procedures and policies to ensure the efficient running of the department by regular review of procedures and identify improvements for implementation.

10. Recruitment of new staff through the interview and selection process.  Also carry out and monitor appraisals of the staff and identify development opportunities for those staff through the Review and Development process and ensure that the appraisal processes are actioned in line with NSS guidelines.  This includes the discipline of staff when necessary.

11. The post holder will establish and maintain effective communications / liaison with all levels of stakeholders, responding professionally to all enquiries and appropriately advising as required. Participate in and contribute to various National and Local user groups to review, advise and agree changes to working practices to improve efficiency to ensure continuous improvement.

12. Maximise the use of technology to improve the efficiency and quality of the service. Moving forward to map to digital transformation, represent the SBU on various service improvement projects and working groups, providing specialist knowledge and advice.


	

	7.    	ASSIGNMENT AND REVIEW OF WORK

	Work is primarily self-generated, within the strategic framework of the SBU’s business plans and will be agreed by objectives set with the National Finance Manager on an annual basis, subject to mid-year review. Performance is assessed retrospectively through regular informal reviews and formally annually through the review and development processes defined in AFC KSF.

The post holder will work to the reporting timetable agreed with Health Boards, and any Ad hoc requests from Health Boards, PSD colleagues and SG. The post holder liaises with the National Finance Manager on a regular basis to discuss departmental workload progress, agree work schedules and discuss issues arising from departmental operations. The post holder will monitor and review work generally for quality and timescales.

The post holder is responsible for managing and prioritising their own work and for managing, planning, co-ordinating and delegating the daily work schedules and daily priorities of the relevant team members ensuring that tight deadlines are adhered to. Responsible for training, motivating and developing each team member.

The post holder will resolve all problems/queries encountered by relevant team members by deciding and devising solutions and implementing these by using extensive specialist knowledge and experience of the appropriate subjects on a daily basis. The post holder will also anticipate problems that may jeopardise the timetable deadlines and devise and implement corrective action on a daily basis to rectify any situations.

Personal development and personal training needs will be identified and agreed with the National Finance Manager.


	· 

	

	8.    	COMMUNICATIONS AND WORKING RELATIONSHIPS

	The post holder is required to develop and promote strong working relationships with a range of both internal and external stakeholders. The post-holder must demonstrate excellent communication skills using a variety of techniques including written/electronic correspondence, face to face meetings, delivery of presentations (PowerPoint) to stakeholders, approx. twice a year to up to 40 delegates covering a range of topics.    

Development of training materials to support staff flexibility across the business to improve business resilience.

The purpose of such communication includes: advising and updating on operational and staffing matters, influencing and negotiating changes in service delivery particularly when overcoming resistance to change, developing plans and agreeing priorities, promoting and influencing decisions in partnership, dealing with customer complaints and patients who may be aggrieved about decisions in relation to the service provided 

Internal relationships
· Chief Executive/Directors/SBU Heads of Service/Associate Directors within other NSS SBUs
· Peer meetings
· Contractor Finance Management Teams
· Peers in other SBU workstreams
· Trade union representatives, both in formal partnership and in an ongoing informal basis
· Direct reports on a continuous basis, informal and at formal meetings
· All staff throughout the four regional offices
· NSS Corporate Services, including Corporate & Clinical Affairs, CEAD, Finance, HR, IT and Facilities Management

External relationships
· Patients and patient groups and representatives 
· Directorates within SG: policy development and implementation and eHealth
· NHS Board Primary Care Executives: service provision
· Primary Care Practitioners, their representatives and staff: consultation and negotiation
· Primary Care Practitioners defence organisations or legal representatives: dispute resolution
· Audit Scotland, Internal and External Auditors: audit reports, probity and assurance issues
· Central Legal Office, Procurator Fiscal and Crown Office: Patient and contractor fraud, production of medical records
· Suppliers: service providers, partners and others

All of the above take place through regular meetings, ad hoc meetings, correspondence and telephone conversations.

	

	9.	MOST CHALLENGING PART OF THE JOB 

	The post presents various challenges, many of which happen at the same time and require considerable skill and expertise in balancing and achieving success for all customers and stakeholders.

· Maintaining and improving the high quality of service delivery within decreasing resources and revenue budgets. 
· Motivating staff and teams through a period of increasing change to how and where services are delivered. 
· Leading by example and having a high visibility within the business.
· Prioritising service focus to ensure maximum patient Health impact.
· Delivering all services to meet stakeholder requirements/to the required standards particularly where enforced by Legislation or Regulation.

	

	10.	SYSTEMS

	· Advanced knowledge of Microsoft Excel/Word/ PowerPoint for the production of correspondence, reports, analysis and manipulation of data, creation of presentations 
· Work with, store and transmit data in accordance with data protection, freedom of information and principles of confidentiality.
· Email for every day internal and external communication
· Intranet/Intranet to research and locate information
· Working knowledge of remote access systems to maximise productivity when working flexibly
· Working knowledge of Cedar eFinancials, SSTS, eExpenses and PECOS to ensure effective revenue budget management
1. The post holder will be required to develop a detailed knowledge of bespoke payment systems.
· Detailed knowledge of Microsoft Project to produce and monitor detailed implementation plans ensuring delivery against milestones
· Use of Corporate systems for Risk Management, HR, and asset management.
· Advanced knowledge of Business Objects and Discoverer database reporting tools to create and run reports for analysis and data manipulation.

	

	11. 	WORKING ENVIRONMENT AND EFFORT

	Physical Effort

	80-90% of day sitting at PC/desk and only light physical effort is required.

Often time spent driving or travelling by public transport all over Scotland and occasionally within the rest to the UK to attend meetings, often requiring early departures and late returns from and to home. Trips to Glasgow, Aberdeen, Edinburgh the most frequent, with less frequent journeys to other parts of Scotland and the rest of the UK.

Driving in all weather conditions at all times of year. 

Flexible working is a key requirement of the post, being able to work productively in a number of work settings including base, other offices, remotely and at home.

	Mental Effort

	Internal and external requirements for production of reports and of information, often within extremely tight timescales.

Attending a large number of varied meetings on different topics on a daily basis requiring concentration and the ability to switch focus between different topics as meetings frequently occur back-to-back. 

Prolonged periods of concentration required when analysing, checking and reconciling payment information prior to calculation up to 3-4 hours at a time. Frequent and unpredictable interruptions caused by queries from staff and telephone queries from contractors and external agencies.

	Emotional Effort

	Occasional exposure to difficult contractors and practice staff. Occasionally deals with staff performance and disciplinary issues.

Dealing with complaints which have been escalated due to the complex or sensitive nature of the subject matter. Often these can be from unreasonable or problem patients, whom a contractor will no longer be prepared to see and for whom staff in the offices will be required to attempt to find an alternative or support the patient in some way. Such patients often vent their dissatisfaction with the process on the SBU staff and this can take the form of abusive, difficult phone calls, or patients arriving in person demanding to speak to someone. By the time these cases have escalated to National Operations Manager level they can be extremely difficult to deal with.

Managing staff who may be largely resistant to change during a period when change is required / demanded.

Leading direct reports who are working under pressure and to extremely demanding timescales and taking on board their complaints and frustrations and attempting to assist/help them through this within the limits of the authority available with the post. 

Resolving other staff issues across the four sites in terms of disciplinary and grievance, capability decisions, and supporting staff during difficult personal issues.

	

	12. 	ENVIRONMENTAL / WORKING CONDITIONS & MACHINERY AND EQUIPMENT

	Office environment – generally modern open-plan. 
Office conditions, exposure to unpleasant conditions is rare, works with VDU for significant proportion of working day and also frequent use of telephones, laser printers, photocopier. 
Work from home and off site on a regular basis with use of laptop computer.

Machinery & Equipment

· Personal Computer/Laptop
· Mobile phone
· Printer
· Photocopier
· Presentation projectors
· Video conferencing and voice conferencing systems
· Document Shredder
· Document Scanner
· Telephone

	

	13. 	QUALIFICATIONS AND/OR EXPERIENCE SPECIFIED FOR THE POST

	Qualifications & Experience
Educated to degree level in a relevant managerial subject or proven, extensive experience of working at a management level within similar environment.
CCAB qualified.
Proven experience in the effective management, leadership and development of a team and in the delivery of a customer focussed service 

Knowledge and Skills
Excellent Leadership skills
Highly developed interpersonal, communication and presentation skills
The ability to develop and maintain strong and effective relationships with key stakeholders and customers
Change management skills
In-depth knowledge of the use of new technology relating to data capture/information systems which will include IT skills in software packages and statistical analysis
Advanced excel skills with experience in Power applications
The post holder will have an extensive understanding of the complex regulations contained within the Statement of Financial Entitlements, and any other relevant payment regulations.
Dealing with various contractors in a professional manner at all times.
Excellent numeracy, accuracy, keyboard and communication skills and be able to advise customers and staff on regulations, etc, and to present and handle information logically in both written and oral formats.
Budgetary management
Able to motivate and develop staff
Able to deal with staff in a compassionate, sensitive manner through periods of change.

	

	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:
	
	

	
	
	
	
	

	HR Stamp:
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