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1.	JOB DETAILS

Post:			Assistant Management Accountant 

Reporting To:	Senior Finance Manager / Finance Manager

Department:		Finance 

Job Reference:	UD-FV-AC-154


2. 	JOB PURPOSE

The post holder will assist in the provision of an efficient, accurate and timeous financial management reporting service.  

This will involve the production of management accounting information and reports for one or more specified Directorate(s) within NHS Forth Valley and the provision of support and financial advice to budget managers while maintaining the integrity of relevant management accounting information systems. 


3.	DIMENSIONS

•	NHS Forth Valley has a revenue budget of nearly £750 million and a workforce of approx 5,800.

•	The role supports Acute Directorate and Women and Children’s Directorate, accounting for £224m.

•	The Finance Department has 55 members of staff.
     
•	The population of NHS Forth Valley is approximately 310,000 comprising both urban and rural areas.   The age structure of the population is very close to the national average and although there are some areas of deprivation within Forth Valley the general level of morbidity and deprivation is below the average for Scotland but is higher than the UK average. There are three local Authority areas and three HMI prisons within NHS Forth Valley area.

•	The Finance Department supports the effective and efficient management of public monies allocated to NHS Forth Valley in accordance with the Annual Operating Plan. The Department supports the Director of Finance in ensuring that Resource Limits set by the Scottish Government Health Department are not exceeded.	

5.	KEY DUTIES / RESPONSIBILITIES

Financial Reporting 

· Prepare and issue accurate and timely financial management reports of pays and non pays, investigation of reports on a routine and ad-hoc basis, including highly complex variance analysis and trend analysis advising the Finance / Senior Finance Manager and Budget Manager of the outcome.
· Prepare routine and complex ledger transaction requests (accruals, prepayments, journals, budget adjustments etc) and maintain appropriate supporting documentation and relevant authorisation records in accordance with Financial Operating Procedures.
· Liaise with budget managers and relevant finance staff to ensure that the financial coding of the various streams of expenditure (including staff establishment) is robust, and accurately reflects the service provision being reported.
· Collation of data/information for inclusion in the preparation of forecasts for financial planning.
· Assist in the development of management information tools and systems to ensure reporting requirements are met in respect of format and content.
· Provide appropriate, accurate and timely financial information, analysis and specialist advice to the managers, clinicians and other finance colleagues so as to enable them to fulfil their responsibilities including budget management and savings delivery requirements. This will involve working to tight deadlines and presenting complex information in a clear and persuasive manner to a range of people with different interests, but significantly to budget managers.
· Review and monitor monthly financial reports with budget managers to ensure that they reflect a complete and accurate record of the operations and can provide a reliable basis for operational decisions within financial plan limits.

Budget Setting and Maintenance 

· Prepare and maintain Current Year and Full Year Effect financial and establishment budget details, ensuring reconciliation with financial ledger balances and with budgets allocated through FV NHS Board. 

· Ensure that monthly Budget Control Summary sheets are appropriately prepared and passed to Finance / Senior Finance Managers for approval by relevant budget managers.

· Assist in the production of detailed annual budgets in conjunction with Finance / Senior Finance Managers and budget managers. The post holder will be required to monitor and maintain the budgets throughout the year to ensure they reflect planned service levels, processing and recording budget amendments as necessary.

Financial Support & Advice  
· Assist non-financial managers to understand the Organisation’s financial obligations, including the provision of advice on adherence with NHS Forth Valley Financial Operating Procedures and Standing Financial Instructions.
· The postholder will support the Finance / Senior Finance Manager in assisting budget managers to achieve objectives set within the Health Plan process. This includes the costing and preparation of complex proposals for service changes and developments with guidance on complex matters given by the Finance / Senior Finance Manager. Investigating financial enquiries, providing assistance and advice as required. 
· Regularly deliver finance training to non-finance managers. In particular, the provision of training on budgeting and interpreting financial reports and information.
· Attend financial performance review meetings with relevant budget managers. Outcomes will be communicated to the relevant Finance / Senior Finance Manager for guidance on appropriate action to be taken.
· The postholder will also develop and continuously maintain effective working relationships with Finance / Senior Finance Managers and budget managers to ensure that their requirements for financial information are satisfied.
· Continuous review and improvement to own working practices, including review of budget manager reporting requirements, control documents, policies (Financial Operating Procedures-FOP’s) and desk-top procedures .

· Implement plans and proposed changes to own area of work including re-design of systems and reports as necessary. 

· Interpretation and implementation of new legislation/guidance, providing advice and training to non-finance managers on associated implications. 

· Contribute to the continued improvement of area wide financial management information systems by developing working practices, procedures, and financial systems. This involves the development, design and control of complex Business Objects Reports, spreadsheets and financial management information systems.

· The postholder will support the Finance / Senior Finance Manager to assist budget managers in achieving Best Value for Money by providing guidance, advice and support on the delivery of cost improvement programmes.

· The postholder will support Finance / Senior Finance Managers and Service Managers in delivering the Local Health Plan through the identification of financial risks emanating from the budgetary control process and consequences of planned services changes within the organisation.

6.	SYSTEMS AND EQUIPMENT

IT systems and software packages extensively used include the following: 

· Financial Management & Budgetary Control – Business Objects is a complex financial management interrogation tool that enables the production of system–generated financial reports. The postholder will require a good understanding of the functionality of this system to enable the creation of financial reports on a regular basis for the budgetary control process and responding to ad-hoc queries. The postholder will also require a working knowledge of Adobe Acrobat which is a software application mainly used to link with Business Objects and produce financial reports. The core financial management system e-Financials will also be routinely used for financial data analysis and review.

· Microsoft Outlook and Office Systems – the postholder will have an advanced knowledge of Excel, Word, Powerpoint, Outlook and Internet functionality to facilitate the design and production of highly complex reports and presentations. A good understanding of e-mail and electronic calendar maintenance will be an integral part of the post.

· System Development - The postholder will support their Finance Manager in developing systems used to service the finance related needs of Directorates. A requirement of this role will be to suggest changes to budgetary control and reporting protocols within Finance and implement them to enable the enhancement of services delivered to Directorate Managers  

The postholder will be required to record and store information on a shared IT network. 

7. ASSIGNMENT AND REVIEW OF WORK

The postholder will work towards predetermined objectives as set out by the Senior Finance Manager. The postholder will have the freedom to prioritise own work load to best fit the needs of the organisation, seeking direction from the Senior Finance Manager as required. The postholder will be expected to have a good working knowledge of NHS Forth Valley’s Financial Operating Procedures, and Standing Financial Instructions.

A review of objectives will be performed annually by the Senior Finance Manager and review of Key Performance Indicators (KPIs) will be performed monthly on core routine post responsibilities.

8. COMMUNICATION AND WORKING RELATIONSHIPS

The postholder will be expected to establish a wide network of relationships both internally within NHS Forth Valley and also with external government departments, other NHS bodies and organisations. It will be a requirement of the post to receive, interpret and communicate complex information within the networks created. Examples include:-

· Budget Managers – the postholder will provide advice and information to Heads of Department regularly on request and also seek information on specific issues as required.  In addition, the postholder may support more senior managers with guidance being provided by the relevant Finance / Senior Finance Manager.
· Other Finance Colleagues –Communications between the main Finance functions are frequent and usually in the form of informal meetings and discussions.
· Other non-Financial Managers – when providing financial support to non-Finance officers the postholder is required to communicate regularly with Senior Managers / Budget Managers on the dissemination of complex financial regulations or information.
· Internal & External Audit – provide information regarding NHS Forth Valley audit issues and assist the Finance / Senior Finance Manager in the resolution of queries and recommendations made by Internal and External Audit on finance related issues.
· Other Bodies – the postholder will establish communication links with other relevant bodies as required including Special Health Board contacts.


9 a)	PHYSICAL DEMANDS OF THE JOB

The job requires the postholder to be positioned at their workstation for most of the working day analysing financial data and preparing a variety of complex spreadsheets and financial system reports. Speed and accuracy with advanced keyboard skills will be a requirement of the post. Due to the nature of the workload and the dependency on computer packages, the postholder is therefore sitting in a restricted position for a substantial proportion of their working day about 80 to 85% of the time. 

The postholder will also be expected to regularly commute by car to meetings, seminars and presentations. This can involve driving considerable distances, with occasionally passengers, for periods in excess of one hour.


9 b)	MENTAL / EMOTIONAL DEMANDS OF THE JOB
	
The postholder will require ongoing concentration when completing monthly reports and formulating financial statements. The job will however be frequently unpredictable as interruptions to daily work schedules will be apparent due to ever changing information requests by senior management. The postholder will therefore be required to “multi-task” on an ongoing basis when meeting strict deadlines. The use of tact and empathy is required when dealing with sensitive issues.


10.	KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED
	
The postholder should be educated to CCAB Certificate level (degree level) in a professional accounting qualification, with expertise and experience preferably within an NHS Finance background with a particular focus on budgeting and accounting matters. In addition the postholder should have excellent communication skills, particularly in delivering complex financial information effectively both verbally and in writing to staff, many of which will be from a non-financial background. A detailed understanding of NHS financial processes and frameworks is required for the post.

The postholder should be able to work effectively as part of a team and be capable of producing high quality work to strict deadlines.
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