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JOB DESCRIPTION

All staff uphold and promote our Trust values 

	Innovative
	We seek new ideas and adopt best practice to improve our services.

	Caring
	We show kindness and consideration for others.

	Agile
	We deal with new situations quickly and successfully.


Title:


Finance Assistant (Undergraduate)
Band:


2
Location/Base:
Howard Court, Welwyn Garden City


Directorate/Dept.: 
Finance 
Reporting to:
Financial Services and Systems Accountant 
Accountable to:
Head of Corporate and Financial Control (Placement Sponsor)
JOB PURPOSE:

The post holder supports the functions of the Finance Department, including contributing to monthly financial reporting, journal processes, data extraction, budget holder queries and budget setting.
PRINCIPLE DUTIES AND RESPONSIBILITIES
· The post covers a wide area of financial work within the organisation and involves working with other professionals in the finance department 
· Support budget holder utilisation of the accounts payable system

· Undertake journal raising within the general ledger, including ensuring appropriate documentation is retained to support the journal


· Support in the reconciliation of control accounts and other month end and year end procedures
COMMUNICATION AND RELATIONSHIPS:

· The post-holder will need to answer routine queries from colleagues, budget holders, suppliers and customers, verbally and in writing 
· Respond to queries in an appropriate and timely manner

· Support budget holder training

· The post-holder will represent the Trust values and demonstrate these both within the finance team and when representing the finance team. 
ANALYTICAL AND JUDGEMENTAL:
· To analyse income and expenditure and investigate queries through analysing detailed data to identify errors or discrepancies
· To produce relevant, timely and accurate reports for colleagues in Finance and business units/individual budget managers

· Monitoring supplier invoice coding and arrange corrections as appropriate

· Monitoring suspense, temporary account and recharge codes on the General Ledger system and recode costs to the correct account codes/cost centres on a monthly basis 

· Review General Ledger reports in detail on a monthly basis and journal any mispostings detected to the correct cost centres
· Deal with queries from Suppliers and budget managers with respect to invoices and ensure they are resolved in a timely manner.

· To calculate accruals, prepayments and adjustments to be reflected in the monthly management accounts for a defined area and maintain a clear audit trail through following Trust financial procedures, including maintaining controls and reconciliations.  
· Prepare and input month end expenditure accruals relating to NHS Professionals, receipted purchase orders and unauthorised invoices. Maintain records to support all entries available for budget holders and finance colleagues on request. 
PLANNING AND ORGANISATIONAL:

· To contribute to the business planning and budget setting process.
· Responsible for monitoring and updating effective paper and computer-based filing systems to ensure a clear and concise audit trail is kept of all financial transactions.

· Support the reporting of efficiency and other savings during the year
· Support the negotiation of service agreements/contracts through providing accurate data 

· Updating own skills as necessary and attending mandatory training

· To work in a professional manner and promote an effective and efficient working environment
· Manage and prioritise own workload in order to achieve agreed objectives, in accordance with both the published monthly and yearly timetables. 

· Provide absence cover for colleagues, re-allocating work as necessary to ensure that objectives are met.
· Respond to ad-hoc requests for information from Budget Holders, Managers and other service users 
· Undertaking any other duties delegated by their line manager

PHYSICAL:

· The post-holder will be required to undertake normal office activities and standard keyboard skills will be required
PATIENT AND CLIENT CARE:

· There will be incidental contact with patients
POLICY AND SERVICE DEVELOPMENT:

· Provision of financial information and expertise to support the negotiation and monitoring of service agreements/supplier contracts  

· The post-holder will implement policy and procedures particularly related to the financial management of the Trust
· Contribute to the continuous improvement of financial processes across the Trust
Financial and physical Resources:

· Collate financial information and input to the ledger system
· Contribute towards the preparation of weekly and monthly financial returns and annual financial returns

information resources:
· Frequently required to use software to allow financial monitoring and reporting using advanced skills in a variety of computer packages
· Responsible for continuous monitoring and analysis of information against quality standards
· Create financial spreadsheets as required to record or monitor financial information
Research and development:

· Undertake surveys or reviews to ensure financial information and forecasts are accurately produced and meet the needs of the Trust 

freedom to act:

· Works within policies and procedures  
Physical effort:

· Light physical effort.
MENTAL EFFORT:
· To be flexible to the demands the service, managing an unpredictable work pattern with interruptions to respond to short deadlines
· To analyse data and compile reports requiring ability to multi-task
· To maintain concentration for long periods whilst inputting data 

WORKING CONDITIONS:
· Normal office environment

SUPPLEMENTARY INFORMATION

Code of conduct for NHS Managers

To comply with principles outlined in the Code of Conduct for NHS Managers (November 2002)

· Make care and safety of patients my first concern and to act to protect them from risk.

· Respect the public, patients, relatives and carers, NHS staff and partners in other agencies.

· Be honest and act with integrity.

· Accept responsibility for my own work and the proper performance of the people I manage.

· Show my commitment to working as a team member by working with all my colleagues in the NHS and wider community.

· Take responsibility for my own learning and development.

Professional Codes of Conduct

If a member of a professional body, comply with the relevant professional code of ethics and conduct

Equal Opportunities
The Trust is committed to eliminate racism, sexism and forms of discrimination. The Trust will not discriminate on grounds of age, colour, disability, ethnic origin, gender, gender reassignment, culture, health status, marital status, social or economic status, nationality or national origins, race, religious beliefs, or non beliefs, responsibility for dependants, sexuality, trade union membership or hours of work. It is required of all employees to uphold this policy in the course of their employment with the Trust and whilst undertaking their duties.

Health & Safety at Work

You are reminded that, in accordance with the Management of Health and Safety at Work Regulations 1992 (as amended) and other relevant Health and Safety legislation, you have a duty to take responsible care to avoid injury to yourself and to others by your work activities, and to co-operate with the PCT and others in meeting statutory requirements.

Infection Control

Employees must be aware that preventing healthcare acquired infections and infection control is the responsibility of all staff.  Clinical procedures should be carried out in a safe manner by following best practice and infection control policies.

Confidentiality

The post holder will maintain confidentiality when dealing with sensitive material and information, but will encourage people to be open and raise concerns.

Data Protection

All staff must be aware of the Caldicott principles, the Data Protection Act 1998 and the Human Rights Act 1998. The protection of data about individuals is a requirement of the law and if any employee is found to have permitted unauthorised disclosure, HCT and the individual may be prosecuted. Disciplinary action will be taken for any breach.

Mobility/Flexibility

Your normal place of work will be as stated above, but as a term of your employment you may be required to work from any of the Trust establishments within the geographical area of Hertfordshire.

No Smoking Policy

The Trust operates a smoke free policy which means that smoking is not allowed anywhere on HCHS sites including buildings, car parks and entrances.

Safeguarding
Post holders have a general responsibility for safeguarding children and vulnerable adults in the course of their daily duties and for ensuring that they are aware of the specific duties relating to their role.  The expectation is that the post holder is familiar with the relevant procedures and guidelines all of which can be found on the Trust intranet
OTHER RESPONSIBIILITIES

This job description is neither exclusive nor exhaustive and the duties and responsibilities may vary from time to time in the light of changing circumstances and in consultation with the post holder.

REVIEW

This job description will be reviewed as necessary to meet the needs of the service on no less than an annual basis in consultation with the post holder.  
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PERSON SPECIFICATION

Job title: Band 2 Finance Assistant
	
	Essential
	Desirable

	Qualifications
	Undergraduate of Finance & accounting degree crouse

	ECDL or equivalent experience


	Skills and ability 
	Demonstrate enthusiasm, a pro-active approach and problem-solving experience.

Ability to analyse financial information and explain findings 
Ability to work with all levels of staff providing accurate advice and support
Ability to plan own workload to meet deadlines
To work as part of a team and understanding the need for confidentiality


	

	Knowledge
	Demonstrates an understanding of the Trust policies related to Equality and Diversity

Maintaining, reporting and keeping accurate records consistent with legislation, policies and procedures.


	Experience of working within a finance department


	Attitude
	Reliable and responsible

Flexible and adaptable
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