
JOB DESCRIPTION
POST TITLE:


Finance Trainee

LOCATION:


NHS England
           
Midlands & East Region (Cambridge)





 2-4 Victoria House

Capital Park

Fulbourn

Cambridge

CB21 5XA

ACCOUNTABLE TO:
Finance Manager
GRADE/SALARY:

Band 2 / £18,546 pa
HOURS:


37.5 Hours per week

JOB SUMMARY:

The post holder will provide support to finance teams within the East of England Region, specifically East of England Specialised Services, Direct Commissioning and Operational Finance in all aspects of budgetary management, ensuring the provision of comprehensive high quality financial support.

The post holder will be required to work flexibly providing both financial management support and commissioning finance support as required.

KEY RELATIONSHIPS:

Internal:

Specialised Commissioning Finance

Regional Finance

Corporate Finance 
Commissioning Managers

External:
NHS Trusts

Foundation Trusts

Independent providers

Shared Business Services (SBS)

MAIN DUTIES:
1. To manage the invoice process. To ensure the timely and accurate payment of invoices.  Liaising with Shared Business Services (SBS) accounts payable teams to ensure timely processing of invoices. Communicate with NHS Trusts and independent providers to resolve queries.

2. To maintain the SBS Oracle system to process invoices and ensure invoices are processed in a timely manner.
3. To assist in the production of monthly budget reporting, including variance analysis, reports and reconciliations which will ensure that the financial information provided for NHS England is timely and accurate.
4. To prepare and input reversible and standard journals into the financial ledger as required.

5. To receive and process activity and financial information received from the Commissioning Support Unit (CSU) and NHS Trusts.

6. To support the Acute Commissioning Team in monitoring acute contracts using relevant information.

7. To support the Mental Health Commissioning Team in monitoring mental health contracts using relevant information.

8. To assist in the maintenance and completion of accurate financial returns including the annual accounts process.

9. To assist in the annual budget setting process.
10. To assist in the completing of Department returns as appropriate.

11. To provide support to the Finance team in delivering its objectives.

12. To perform any other duties as may be determined from time to time.

INVESTING IN PEOPLE

NHS England is committed to supporting the development of all staff. All employees have a responsibility to participate in regular appraisal with their manager and to identify performance standards for the post. As part of the appraisal process employees have a joint responsibility with their line manager to identify any learning and development needs in order to meet the agreed performance standards.

HEALTH AND SAFETY

Attention is drawn to the responsibility of all employees to take reasonable care for the health and safety of themselves and other people who may be affected by their actions at work.

EQUAL OPPORTUNITIES

NHS England both recognises and celebrates diversity. The organisation is committed to Equal Opportunities in employment and seeks to eliminate unlawful racial, sexual or disability discrimination, to promote equality of opportunity and promote good relations between staff and clients of differing groups.

SMOKING

NHS England actively discourages smoking.

MOBILITY

The postholder will be based at 2-4 Victoria House, Capital Park, Fulbourn, Cambridge CB21 5XA

CONFIDENTIALITY

Your attention is drawn to the confidential nature of information collected within the National Health Service. The unauthorised use or disclosure of patient or other personal information is regarded as gross misconduct and will be subject to the Trust’s Disciplinary Procedure and could result in a prosecution of an offence or action for civil damages under the Data Protection Act 1998.

JOB DESCRIPTION

This job description will be subject to discussion and review on an annual basis within the appraisal process.

Post holders signature: ………………………………………………..

Date: ………………………………………………. .

Person Specification 
Post Title:
Finance Trainee (Band 2)
	
	Essential
	Desirable
	Evidence

	QUALIFICATIONS AND TRAINING


	A minimum of five GCSE’s or equivalent at grade C or above including English and Mathematics

A Level (or equivalent qualifications)
	Relevant degree (or professional qualification)

	􀂉 Application form



	EXPERIENCE


	Good knowledge of working in a finance office environment

Knowledge of computerised general, purchase and sales ledger accounting packages e.g Oracle
Experience in preparing, and inputting ledger amendments for journals and budget transfers.
	
	􀂉 Application form

􀂉 Interview

􀂉 References



	SKILLS/KNOWLEDGE


	Good verbal and written communication and interpersonal skills, with a good telephone manner
Good computer literacy with particular regard to Microsoft Excel 
Good numeric and analytical skills
	
	􀂉 Application form

􀂉 Interview

􀂉 References

	APTITUDES AND ATTRIBUTES


	Ability to work effectively as part of a team 

Flexible Approach to work
	Proactive and solution orientated

Ability to handle difficult situations
	􀂉 Application form

􀂉 Interview

􀂉 References

	OTHER JOB REQUIREMENTS


	Passed fit by Occupational Health Service


	Car driver/owner with full current UK

driving licence


	􀂉 Application form

􀂉 Interview

􀂉 References

􀂉 Certification

􀂉 Cleared by Occupational

Health


