FAIRFIELD INDEPENDENT HOSPITAL

JOB DESCRIPTION

	JOB TITLE:


	Director of Finance and IT 

	DEPARTMENT:


	Executive

	SALARY:


	Circa  £68K
More may be available for an exceptional candidate. 

	HOURS:


	37.5 per week

	CONTRACT:


	Permanent

	RESPONSIBLE TO:


	Chief Executive

	ACCOUNTABLE TO:


	Chief Executive


Job Summary


The post holder will have a key role in developing the financial strategy within the context of the Charity’s strategic direction/business plans.

The post holder will have day-to-day responsibility for managing the finance, IT and performance functions ensuring a high quality service is provided to the Charity.  The post holder will be required to ensure that key financial, IT systems are operating effectively and that appropriate contract and monetary arrangements are in place to ensure both internal and external reporting timescales can be achieved.

The post holder will be responsible both operationally and strategically for ensuring that all aspects of financial management are properly conducted. 



The post holder will:-
Deputise for the Chief Executive 
Head the business process for strategic and operational financial planning and performance, including assessment of financial risks, threats and opportunities and provide plans to minimise risk and maximise opportunities.
To lead on the preparation and maintenance of the Hospital’s financial plans 

Work closely with the Chief Executive Officer, Directors and Clinicians.
Develop excellent effective working relationships with external bodies including commissioners, bankers, Insurers, Private Medical Insurers, auditors and other providers.
Working with the CEO and other members of the management team and Trustees contribute to the strategic and business planning processes of the organisation.
Provide professional and technical guidance on matters such as the Charity Commission, taxation matters and commercial relationships.
Role & Responsibilities
Governance
Ensure that the annual financial statements represent a true and clear view in accordance with all accounting standards.
Ensure the provision of comprehensive financial and performance management services.
Develop and implement protocols and procedures for all accountancy and IT activities. 
Ensure that accurate and timely reporting is available to the Board and that outliers are rigorously monitored.
Ensure that all relevant systems, policies, and procedures are reviewed and any additions and amendments are actioned as required.
Lead on information and performance governance for the organisation.
Undertake training and personal development activities to ensure compliance with required professional standards.
Plan and prepare papers for the Board and Finance and Audit Committee and follow through actions as appropriate. 

Financial Strategy 
Provide strategic financial leadership through the development and implementation of plans to ensure that the Hospital is financially sustainable in the medium to long term. 
Assess the impact of changes in policy on the delivery of the updated strategic plan.
Provide financial advice for development of option appraisals and business cases.
Ensure the Hospital receives and provides value for money.
Provide an energetic and enthusiastic approach to making and supporting continuous improvement across the finance function. 
Financial Management
Responsible for all aspects of financial management and act as prime source of advice to the Board on all aspects of financial management, stewardship and governance. 
Participate in contract discussions with all commissioners identifying financial implications of contracts. 

Act as the main point of contact for the Bank and the Hospital’s Insurers. 

Prepare and monitor the annual budget in consultation with the Executive/ Management team for approval by Trustees. 
Prepare all supporting information for the annual audit to ensure smooth completion of the audit and attending to any matters arising from the audit.
Ensure that the Hospital’s budgetary, accounting and costing systems operate to the highest professional standards as an effective management regime.
Preparation of monthly income and expenditure accounts for the Board and sub Committees. 
Ensure that systems are developed and managed to deliver the core accounting requirements and performance monitoring requirements.  This may require specifying new reports in the short term or recommending other actions to ensure a credible reporting system.
Lead the development of effective financial and performance improvement systems to address implications of change in statutory or other regulatory requirements.
Prepare short-term cash flow forecasts and act as a main contact in liaising with the organisation’s bankers.  This will require timely reports to the CEO and the Trustees.
Ensure that charitable fund accounting requirements are complied with. 
IT and Information 
Work closely with the CEO to ensure that robust informatics and performance monitoring is in place for the organisation.
Work with other members of the Executive team to ensure its IT system enables improvements in financial, performance management and service delivery.
Ensure timely analysis, presentation and submission of statistical information that may be required.


Ensure timely submission of all quality and governance returns to commissioners and other bodies as and when required.
Lead the development of the Hospital’s internal and external reporting framework ensuring robust processes are in place and that all statutory requirements are met.

Oversee the management of the Hospital’s IT system including installation, operation and management.
Lead processes to ensure the configuration, documentation and control of equipment and software.

Act as the Hospital’s Information Security Manager and Senior Information Risk Owner and to lead the Hospital’s IT security system and provide information and guidance to the Board on cyber security.

Minimum Key Performance Indicators for role 

· Develop a Cost Improvement Programme for the hospital and monitor compliance/ results 
· Ensure robust and timely  financial  and performance management and  forecasting 

· Assess the financial and digital requirements  of the organisation and prepare relevant business cases 

· Timely financial and performance reporting 

Staff and professional leadership
Ensure that the teams under sphere of control have the capacity and capability to deliver the Hospitals objectives. 
Responsible for staff management including, recruitment, appraisals, grievance, disciplinary and training.

Motivate and develop staff to maintain a high level of staff morale. 
Corporate responsibilities
Ensure compliance with all the Hospital’s policies and procedures
Communication:
Communicate with external agencies and staff at all levels.

Develop key working relationships with Consultants and other managers /staff across the Hospital.

Attend Board meetings.

Attend other relevant meetings to monitor and advise on quality issues including meetings with commissioners.

Act as an independent reviewer of any disciplinary or grievance investigations as and when necessary.
Policy and Service Development and Implementation:
Develop and contribute to the development of policies, SOPs and other guidance in relation to governance, risk and management and monitor compliance with these.

To interpret policy standards and guidelines to determine their impact on the Hospital and formulate and lead on action plans in light of these in order to achieve compliance.

Job Description Statement and Agreement

This job description is intended to be an interpretation of the general scope and proposed responsibilities of the post and does not form part of the contract of employment.  Therefore, the post holder may be required to undertake other duties and responsibilities commensurate with the role.  It will be reviewed annually to respond to the changing needs of the service, in consultation with the post holder.

Additional responsibilities

Health & Safety

It is the responsibility of all employees to work with managers to achieve a healthy and safe environment, and to take reasonable care of themselves and others.  Specific individual responsibilities for Health & Safety will be outlined under key responsibilities for the post.

Infection Control

All staff will adhere to infection control policies and procedures at all times.
Information Governance

As an employee you will have access to information that is sensitive to either an individual or to the organisation and you are reminded that in accordance with the requirements of Information Governance, NHS Code of Confidentiality, Data Protection Act 1998 and also the terms and conditions in your contract of employment, you have a duty to process this information judiciously and lawfully;  failure to do so may result in disciplinary action.

Rehabilitation of Offenders Act 1974

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions will not necessarily preclude an individual from employment within the Hospital but must be declared in writing at the appropriate stage during the recruitment process.

Equality & Diversity

It is the responsibility of every member of staff to understand our equality and diversity commitments and statutory obligations under current equality legislation. 
 All employees must act in ways that support equality and diversity and recognises the importance of people’s rights in accordance with legislation, policies, procedures and good practice.  All employees must read the Hospital’s Equality, Diversity and Human Rights Policy.
Smoke-free Policy

This Hospital operates a Smoke-free policy.  This means that smoking is not permitted anywhere within owned or leased premises, including within their grounds and within owned or leased vehicles.

The job description does not form part of the Contract of Employment.

	Name of Postholder:



	Signature of Postholder:



	Date:
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