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HERTFORDSHIRE PARTNERSHIP NHS FOUNDATION TRUST

JOB DESCRIPTION
Title:
Student Finance Officer
Band:



2
Directorate:


Finance and Performance Improvement

Responsible to:
Assistant Financial Services Manager
Accountable to:

Director of Finance and Performance Improvement

Base:
The Colonnades, Beaconsfield Road, Hatfield
Job Summary:

To work within a team that has responsibility for supporting our shared service team in the prompt and accurate processing of non-pay expenditure in accordance with the Trust’s Standing Financial Instructions and internal office procedures. 

Provide assistance, advice and interpretation of regulations and guidance.

To work with other Finance staff members to ensure that maximum benefit is obtained from their knowledge and expertise

Assist in the completion of all statutory NHS accounts and returns including final accounts and quarterly monitoring returns, ensuring that they meet appropriate timescales and other requirements.

Organisational Chart:

The Finance Directorate Organisational Chart
Job Responsibilities:
· Undertake as necessary any supporting work to ensure that non-pay expenditure invoices are authorised, entered in to the finance system and paid in accordance with legislation, better payments practice code and regulations on timely payments to NHS bodies. Comply with VAT regulations.
· Assist with the processing of transactions through the electronic purchase order system.

· Assist with the maintenance of the electronic purchase order system.
· Review duty of care documentation within the Expenses system 
· Ensure that the post is routinely collected and sorted as appropriate.

· Deal with routine, confidential and often sensitive queries.
· Assist in maintaining the list of authorised signatory forms, and process new forms that come in.
· Ensure compliance with both Trust policies and procedures and statutory financial regulations relating to the post holders specialist area of the function.
· Maintain knowledge of current financial procedures and regulations.
· Any other duties as required, supporting Expenses and Clients Finance. Also supporting the wider Finance team.
Planning and Organisational Skills
· Plan and organise own workload to ensure weekly, monthly, quarterly and annual financial timetables are met whilst ensuring that activities are completed within timescales to deliver an efficient and effective service. 
· Ensure that separation of duties within the finance function is maintained at all times and that policies and procedures are followed and that authorised signatories are monitored.
Financial IT Systems
· Ensures that all trust data held within the general ledger is complete and correct and is produced in accordance with Trust procedures and timetables.
· Ensure the use of the electronic systems is maximised and any problems highlighted.

· Ensure IT skills are kept up to date, to enable financial data to be input with speed and accuracy.
Training and development
· Assist with training of new staff members where appropriate ensuring that training is appropriate to the needs of the recipient and reflects the position of the specialist area within the whole function.
· Expand knowledge on the connections with Procurement
Analytical and Judgemental Skills

· Analyse and resolve issues that are highlighted as the result of queries, discussions, regular reporting and reconciliations, using advice to take appropriate action to eliminate future reoccurrence.
· Assist in the running of analytical reports to ensure the efficiency of the team.
Working Relationships

· Provide role appropriate cover for the other Finance staff members during periods of absence as required.

· Liaise with shared service team, suppliers, budget holders and other Trust staff
Communication requirements

· Discuss routine issues with non-finance staff in an understandable way.
· Chase budget holders and suppliers to ensure invoices and credit notes are paid in a timely manner, liaising with the shared service team
· Assist budget holders with queries around raising purchase orders

· Responsible for communicating information in an appropriate format to the recipient and providing support and advice to Trust representatives within delegated authority.

· Discuss issues with non-finance staff and non-Trust individuals to resolve queries and discrepancies and investigate a range of financial issues.
Other Responsibilities

· Refer matters to Procurement Manager where agreement to comply with Trust and statutory regulations cannot be achieved.

Supplementary Information
The nature of the duties and ever increasing dependence on IT systems and email, invariably mean working at the keyboard for long periods on most days. The post holder should ensure that breaks away from the VDU screen are taken whenever possible.

The post holder is required to concentrate for long periods when organising / reconciling complex financial data.
Additional Information:

Knowledge and Skills Framework:

The post holder will be expected to meet the requirements of the NHS Knowledge and Skills Framework (KSF) appropriate outline for the post.  

Approved outlines are available on the HPT e-ksf local library
Health and Safety

The post holder has a duty of care to themselves and to others with whom they come into contact in the course of their work as laid down in the Health and Safety at Work Act 1974 and any subsequent amendment or legislation.

Infection Control

All Trust staff will: 

Act as a role model and champion for the highest standard of all aspects of infection prevention and control and implementation of all Infection Prevention and Control Trust polices and guidelines. 

Demonstrate respect for the roles and endeavours of others, in implementing good standards of hand hygiene. 

Value and recognise the ideas and contributions of colleagues in their endeavours to reduce the incidence of healthcare associated infection.

Equality and Diversity

Hertfordshire Partnership Trust is committed to providing an environment where all staff, service users and carers enjoy equality of opportunity.  

The Trust works to eliminate all forms of discrimination and recognise that this requires, not only a commitment to remove discrimination, but also action through positive policies to redress inequalities.

Providing equality of opportunity means understanding and appreciating the diversity of our staff, service users & carers and ensuring a supportive environment free from harassment.  Because of this Hertfordshire Partnership Trust actively encourages its staff to challenge discrimination and promote equality of opportunity for all.

Confidentiality

All staff must be aware of the Data Protection Act 1984, and its subsequent amendments, which is now in force.  This means that protection of data about individuals is a requirement of the law and if any employee is found to have permitted unauthorised disclosure, the Trust and the individual may be prosecuted.

Standards of Business Conduct and Conflicts of Interest

The Trust has adopted a Standards of Conduct Policy, which reflects NHS Management Executive Guidelines. It is the responsibility of staff to ensure that they do not abuse their official position for personal gain or seek to advantage or further private business or other interests in the course of their official duties.  Staff should be informing their line manager if they are working for any other organisation to ensure that this Trust complies with the Working Time Regulations.

Information and Records Management

The postholder must be competent in using IT and have the relevant skills to carry out the activities required for the post. 

To comply with the Data Protection Act 1998, Freedom of Information Act 2000 and Department of Health Code of Confidentiality in line with Trust procedures.

To adhere to the Trust’s policies on records management including creation, use, storing and retention and disposal of records.

Adhere to the Trust’s Corporate Identity (using the standard templates – available on Trustspace). 

Safeguarding Adults and Children

The Trust is committed to ensuring adults and children are protected and come to no harm from abuse.  All employees have a responsibility to be aware of national and local policies, their individual responsibilities with regards to the protection and safeguarding of both adults and children, and must adhere to them at all times.

Organisational Change

As services develop and change, the post holder may be required to undertake other responsibilities within the Trust.

Review:
This job description is an outline, which reflects the present requirements of the post and is not intended to be an inflexible or finite list of duties and responsibilities.  As these duties and responsibilities change and develop the job description will be amended from time to time in consultation with the post holder.
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