FAIRFIELD INDEPENDENT HOSPITAL

JOB DESCRIPTION

	JOB TITLE:


	Finance Accountant 

	DEPARTMENT:


	Finance

	SALARY:


	Circa  £37K per annum
More may be available for an exceptional candidate. 

	HOURS:


	37.5 per week

	CONTRACT:


	Permanent

	RESPONSIBLE TO:


	Chief Executive

	ACCOUNTABLE TO:


	Director of Finance


Job Summary


The Financial Accountant is responsible for the Charity’s Financial Accounting function plus Quarterly and Annual Accounts production. Although accountable to the Director of Finance, the post holder will be expected to work autonomously, guided by policies and professional accounting standards. The post holder will be expected to interpret such policies and standards.
General requirements
The post holder is primarily responsible for:
( Ensuring the preparation, maintenance and probity of the organisation’s financial accounting controls, procedures and systems.

( Final Accounts production to meet the requisite deadlines, accounting policies and standards, as well as other regulatory and legal requirements.

(Preparation of cash flow forecasts and for monitoring these, liaising, where appropriate, with colleagues in reconciling I & E, capital and working balances to monitor cash flow performance against plan.

( Management of the section within the Business Office / Finance section that deals with accounts receivable; accounts payable; maintenance of the Charity’s ledgers; cash control; banking arrangements and investments; VAT and any other financial processes.

( Managing the accounting entries in relation to the Capital/Investment appraisal and maintenance. 
( Provision of detailed forecasts for the financial planning and monthly monitoring process in relation to reporting standards for Cash flow and capital expenditure.

( Writing, maintaining and ensuring colleagues follow the organisations financial policies and instructions.

(Ensuring colleagues follow Scheme of Delegation, accounting standards and policies and best practice.

( Providing leadership & guidance to line managed staff.
( Undertaking specific projects as determined by the Director of Finance as required and commensurate with the grading of the post.

The post will necessitate liaison with senior managers and Directors from all 

Departments within the organisation, as well as other external authorities and organisations, including the Hospital’s external auditors.

Role & Responsibilities
Working to the Director of Finance:-
Financial Accounting
1) Responsible for preparation of the organisation’s Annual Accounts, Annual 

Financial Returns and Statements within the required timescales determined in accordance with all relevant guidance, policy and professional accounting standards, whilst working autonomously to interpret and analyse such policies.
2) Responsible for compiling the technical financial pages of the Charity’s 

Annual Report ensuring compliance with accounting standards and the requirements of requisite legislation in relation to the Company / Charity.
3) Liaison with external auditors in demonstrating the accuracy of the organisation’s Annual Accounts and Returns, including the preparation of detailed working papers to satisfy external audit requirements.
4) Ensure systems and procedures are in place to reconcile the financial control accounts on a regular basis in order to maintain effective financial control and accuracy of financial information.
5) Co-ordinate Organisation’s specialist advice on VAT related issues in consultation with the auditor’s support.
6) Maintain and develop internal financial controls, systems and procedures, including the evaluation and implementation of recommendations contained in any audit reports.
7) Ensure that systems and process efficiencies and improvements are sought and implemented as soon as possible.
8) Take a lead role in ensuring that the organisation’s payables and receivables balances are recorded and reconciled in accordance with best working practices.
9) Preparation of monthly financial performance reports to support the Board, detailing the Organisation’s performance.
10) Provision of detailed forecasts for the financial planning process in relation to 

Statements, cash flows and capital expenditure. Provision of monitoring information of actuals against these plans, including variance and bridge analysis.

Cash Flow & Control
11) Day to day management of the Organisation’s liquidity, ensuring the organisation’s cash flow is managed in accordance with best practice including debt and payment management, as well as borrowing and depositing.
12) Manage day to day queries from colleagues in a professional and timely manner.
13) Maintain and/or improve reporting systems for monitoring the organisation’s processes and for identifying deviations from the Charity’s cash plan. Where appropriate, liaise with finance staff in reconciling Income & Expenditure, capital and working balances to monitor cash flow performance against plan. Advise on and implement appropriate action to ensure that cash flows remain with the cash plan.
14) Management of the Organisation’s banking arrangements, ensuring that appropriate reconciliation procedures are documented and maintained.
15) Maintain cash holdings to ensure that sufficient funds are always available to meet the Organisation’s requirements.
16) Advise on the required extent of the Working Capital Facility for approval by the Director of Finance and manage cash resources appropriately.

Capital//Investment Appraisal
17) Ensure that allocated capital expenditure is in line with Organisation’s objectives and plans and systems are in place to ensure that capital schemes are in accordance relevant accounting policies and guidelines.
18) Ensure that relevant financial information, particularly with regard to capital, expenditure and investment appraisal, is included within every Business Case developed by the Directorates. Review and then discuss the information provided with the Director of Finance for either approval or to co-ordinate further actions required.
19) Ensure that capital expenditure is accurately recorded, forecast and allocated and that VAT is recovered where appropriate. Where appropriate confirm the treatment with HM Customs & Revenue and/or the organisation’s VAT consultants/auditors.
20) Preparation of financial accounts, returns, records and forecasts in relation to capital expenditure, ensuring accurate treatment of capital accounting entries.
21) Prepare forecasts in relation to depreciation and calculate actual depreciation for inclusion in monthly and annual financial returns and reports.

Other Financial Management Responsibilities
23) Maintenance of relevant financial policies and procedures for the regulation of financial dealings within the Organisation / Charity, revising and updating as necessary, including the establishment of working parties, where relevant, to take forward revision and implementation 
24) Provide relevant input, as required, to the Board and external audit reports, including the co- ordination and implementation of agreed recommendations.
25) Interpret financial information and accounting standards and provide relevant specialist financial advice and support on these complex issues to the Board, the Executive colleagues and managers within the Charity. 

This advice may be communicated verbally or in writing and it may be supported by the production of detailed and accurate financial information without the necessity of advice from the line manager.
26) Within delegated guidelines act as an authorised signatory for organisation financial instruments and where required facilitate the processing of receipts and payments.
27) To work collaboratively with the Director of Finance in determining monthly timetabling and scheduling as well as timetabling and scheduling in respect of the preparation of the Annual Accounts of the Organisation / Charity.
28) To maintain close contact with other colleagues within the organisation to ensure an efficient and effective delivery of service, consistent with departmental wide working policies and practices.

29) To play a proactive role in the recruitment of subordinate staff and to train, motivate, develop and supervise those staff effectively within Organisation and Finance Directorate policies and procedures, ensuring that all staff have job descriptions, regular one to one meetings, personal development plans, and are subject to an agreed appraisal mechanism. This includes the assessment of training needs and ensuring that these needs are met.
30) To recruit, train & develop the financial team in order that they can competently undertake the responsibilities and tasks required of them and that the financial information and advice supplied is provided in an accurate, relevant and timely manner.
31) To be responsible for priority setting, both personally and for managed team members and to be responsive to urgent and unpredictable requests for high level financial assistance.
All employees are expected to observe the following:
32) To maintain existing skill levels and develop/receive training in new skills as required in carrying out the work of the organisation.
33) Be responsible for the effective implementation of Health & Safety issues within the section/area of management responsibility, in line with the organisation’s Health & Safety Policy.
34) To be responsible for ensuring that training and development of their staff to meet business plan objectives and personal & professional needs.
35) Compliance with the latest Data Protection Act and Information Governance –the post holder is not entitled to use for their own benefit or gain, or to divulge to any persons, firm or other organisation whatsoever, any confidential information belonging to the Organisation or relating to the Organisation’s affairs or dealings which may come to their knowledge during employment.
36) It is the responsibility of all the organisation’s employees to ensure that all duties are carried out in accordance with “best practice” risk management.
37) All employees are expected to observe the organisation’s Equal Opportunities Policy in their behaviour to clients, patients, the public and colleagues.

 Service development
Training & Development

38) To recruit, train & develop colleagues working in the Business Office / Finance section in order that they can competently undertake the responsibilities and tasks required of them and that the financial information and advice supplied is provided in an accurate, relevant and timely manner.
39) To provide education and training on complex financial issues to non-finance managers and convey financial concepts, policies and procedures clearly and persuasively. This includes ensuring that Standing Financial Instructions, 

Standing Orders and Schemes of Delegation are understood and adhered to.

As a professionally qualified accountant, fulfil mandatory “Continuing Professional 

Development” (CPD) requirements of the relevant professional body and be responsible for keeping the skills and knowledge required for the post up to date such that all advice given and decisions made are based on the best and most recent information available.
Job description review

This is not an exhaustive list of duties and responsibilities and in discussion with the manager the post-holder may be required to undertake other duties which fall within the Banding of the post. The job description will be reviewed regularly in the light of changing service requirements and any such changes will be discussed with the post holder.
The post holder should be comfortable in the use of computer technology, have advanced Excel skills and have the ability to use email.

Governance
Ensure that the annual financial statements to 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.
Undertake training and personal development activities to ensure compliance with required professional standards.
Assist the Director of Finance to plan and prepare papers for the Board and Finance and Audit Committee and follow through actions as appropriate. 

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.

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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