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Job Description
	Job Title:
	Senior Assistant Faculty Finance Manager

	Faculty/Department:
	Finance Directorate/HYMS

	Reporting to:
	Faculty Finance Manager

	Duration:
	Permanent

	DBS Disclosure requirement:
	N/A

	Vacancy Reference:
	[bookmark: _GoBack]AF0017



Details Specific to the Post

Background and Context 
Guided by its refreshed Strategic Plan 2016-20, the University is mid-way through a growth period that is best characterised by a rapidly evolving and increasingly competitive higher education environment, high expectations from students and significant financial pressures. At the same time, a number of exciting opportunities are emerging, including Hull’s year as UK City of Culture in 2017 and the significant investment in renewable energy in the Humber region.
The University employs over 2,000 staff, has a turnover of over £181 million and has a non-pay budget of £60 million annually.  It has an ambitious capital programme which involves the investment of £65 million in 2015/16 and a further £100m over the subsequent five years (including £23 million in IT hardware and systems).
Hull York Medical School (HYMS) is a collaboration between the Universities of Hull and York and the NHS. HYMS operates from both University campuses and within teaching hospitals and medical practices throughout the Yorkshire and Humber region. Having recently celebrated its 10th anniversary, HYMS is a young medical school which is developing a growing reputation for its teaching and research. The area covered by the HYMS NHS partnership comprises Hull and the East Riding of Yorkshire, York and North Yorkshire, and Northern Lincolnshire, which together have a population of around 1.8 million.  17 NHS organisations make up the HYMS NHS partnership, within which there are over 600 consultants and 900 general practitioners. With a turnover in excess of £25m, the School has ambitious plans for the future. The School’s finance team have a key role in the delivery of our strategy, working in conjunction with the Finance departments at the Universities of Hull and York.
This post is an exciting opportunity for a self-motivated individual to join the School’s finance team and actively contribute to the School through a varied and challenging role. The finance team provides support to HYMS colleagues across all of school’s sites. The post holder will be required to work on both Hull and York finance systems and to uphold the financial regulations and procedures of both parent Universities. The post holder must be willing to work flexibly, both in an independent capacity and as part of a team in a busy and varied environment ensuring all deadlines are met. The post holder will report to, support and work closely with the Faculty Finance Manager.
The HYMS Finance Team are based at The University of Hull, the team however services the needs of the whole of HYMS. You would therefore be required to spend around 40% of your working week at The York campus. HYMS is a multi-site organisation and the post-holder must be prepared to travel to all HYMS sites as the business need arises.
During busy periods, particularly over the July/August year end period, you may be required to work flexibly to support the delivery of the finance team’s commitments.
Specific Duties and Responsibilities of the post
The post holder will support the Faculty Finance Manager with the review of budgets, variance analysis and forecasting. The post holder will carry out month end, and year end procedures including the preparation of accruals, and will be required to provide financial reports and associated management information to various budget holders and accountable bodies. The post holder will be first point of contact for financial queries from colleagues across the school and parent Universities, and will be the day to day lead on purchasing and financial processing. You will also provide day to day supervision and operational leadership for a team of three finance staff, ensuring work is prioritised and all deadlines are achieved.
The post holder will be expected to work effectively with the Head of School, Faculty & School Academic Managers, Faculty & School Administrative colleagues and other stakeholders such as Associate Deans, as well as being an integral part of the Faculty of Health Science Finance team.

Within Faculty Finance, the post holder will be required to provide cover for the other AFFMs as well as deputising for the FFMs when required.


GENERIC JOB DESCRIPTION
The job duties and responsibilities listed below are intended to describe the general nature of the role.  The duties and responsibilities and the balance between the elements in the role may change or vary over time depending on the specific needs at a specific point in time or due to changing needs in the department.  Candidates should note that there may not be an immediate requirement to carry out all the activities listed below.
Overall Purpose of the Role
The role holder:-
· Will provide professional advice and/or support, directly or indirectly, to a faculty and/or school based upon a full understanding of a professional or specialised area of work.
· Will have gained a professional qualification (or are working towards) and/or vocational or professional experience. 
· Will be expected to contribute to longer term developments within the faculty/school by giving advice and specialist support. 
· May lead a team within the faculty/school and/or in project activity and plan, prioritise and monitor to ensure effective use of resources. 
· Will influence decisions or events by working collaboratively internally and externally to the University. 
· Will evaluate and analyse information and use initiative and creativity to solve non standard problems. 
 
Main Work Activities

Communication
· Act as a point of contact and respond to a wide range of financial enquiries from staff in the School, support departments and academic areas with which the School collaborates at both Universities and external organisations.
· Provide financial information to senior Faculty managers for inclusion in a number of planning & reporting processes of both Universities. This information will be of both a financial and a written nature, comprising financial data and a written commentary or explanatory notes to contextualise the data. Financial information is produced to strict deadlines, which must be adhered to.
· Ensure compliance with relevant financial regulations, procedures and audit regulatory requirements, including resolving non-compliance and providing relevant advice and guidance on financial regulations and procedures.
· Explain accounting procedures to non-financial colleagues, including the recording of income and expenditure, and use informed judgement to ensure the appropriate procedure is applied.
· Support the FFM with forecasting of pay, non-pay and income, including highlighting and analysing variances. An in-depth knowledge of budget and phasing will be required to support this work.
· Support the FFM in attending events such as HYMS Inductions events to communicate information to colleagues.
· Attend meetings to report on information/data.
· Draft formal documentation.
· Assist in the preparation of business cases to support additional funding requests.

Teamwork
· Will be required to supervise and guide the work of others, coaching more junior colleagues where necessary
· Be an active contributor to the HYMS finance team, supporting and encouraging team members, helping to build team cooperation by setting an example and showing a flexible approach to delivering team objectives.
· Actively participate in the over-arching Faculty Finance Team, being a key contributor to joint working.
· Deputise for the FFM at Hull and York Finance Managers meetings, ensuring information is disseminated as appropriate.
· Provide advice and guidance to other members of the team.
· Train staff in all areas on use of Finance and Purchasing systems as required

Liaison and networking
· Proactively develop and maintain internal and external contacts to benefit the University.
· To proactively liaise with the central transaction processing, debtors and payroll teams at both Hull and York and maintain a strong working relationship with these teams.
· Participate in networks internally and/or externally, including networks with HYMS NHS partners.
· Monitor externally funded projects e.g research grants and various other earmarked codes. Discuss with fund holders their expenditure plans and any possible shortfalls or overspends.  

Service delivery
· Working with the FFM, oversee the financial processes, including all spend and income generation related activities, carried out by all staff within the School, ensuring their compliance with the financial regulations and procedures of the Universities of Hull and York.
· Be the HYMS expert on University of Hull and University York purchasing systems, including supporting financial regulations and procedures. To actively encourage best practice on purchasing across all areas of HYMS, through dissemination of information and support of staff.
· Be responsible for ensuring all of HYMS internal recharges are raised through both Hull and York.
· Be responsible for the recharging of Hull and York externally funded staff, ensuring all costs are recharged as per agreements. Liaising with NHS colleagues to develop robust relationships in order to prevent recharging queries and delayed payments, and aged/bad debts.
· Be responsible for all HYMS sales invoices, ensuring all income is coded correctly and that invoices are raised in accurate and timely manner.
· Introduce new methods of work where appropriate.
· Provide specialist support to school colleagues including  academic and administrative staff 
· Develop and manage projects that contribute to improving service delivery.
· Develop and maintain systems and processes to ensure effective delivery of the service
· Contribute to policy development. 
· Working with the FFM, management of specified Human Resources functions administered at a Faculty/School level, including temporary staffing requirements & claims and amendments to fixed term contracts in consultation with HR as appropriate.
· Working with the FFM to assist in the compliant operation of the University’s Research Grant & Contract application & approval process as defined in the new Research Information System (WorkTribe).

Planning 
· Plan and monitor the work of others.
· Co-ordinate faculty/school processes in conjunction with senior colleagues.
· Contribute to the longer term operational planning of the Faculty/School.

Analysis / Reporting
· Analyse qualitative and quantitative data producing draft reports with appropriate contextual narrative in order to identify key issues that inform management interventions.  Formulate recommendations and provide advice on the implications of the data.
· Develop financial reports to assist senior staff in understanding the financial position and assist in their strategic decision making. The post holder must have experience of working with ledger and other financial systems in order to make best use of them. 
· Working with the FFM, monitoring of financial information against annual and 5 year plans. To participate in regular meetings with the budget holders to discuss the reports, explaining any variances. Assist with the prediction of the full outturn and help with suggestions on possible corrective action where required. 
· Working with the FFM, the preparation of annual budgets for the school, including the preparation of annual salary forecasts.  
· Working with the FFM to assist with the compilation of various financially orientated Annual Returns e.g. HE-BCI, TRAC and Widening Participation & Student Opportunity.

Additionally the post holder will be required to:
· Fulfil the employees’ duties described in the University’s health and safety policies and co-operate with the health and safety arrangements in place within the department.  May be required to undertake specific health and safety roles on request e.g. Display screen equipment assessor, departmental safety officer, fire warden.
· Show a commitment to diversity, equal opportunities and anti-discriminatory practices.  This includes undertaking mandatory equality and diversity training.
· Comply with University regulations, policies and procedures.






COMPETENCY SPECIFICATION
To fulfil your role, you will need certain knowledge, skills and competencies. The following competency specification provides a framework within which your performance will be assessed.  The interview assessment may include, for example, testing on IT skills. 

The Competencies set out below are essential and are core requirements needed to perform the role and any candidate who fails the requirement will not be taken forward for further assessment or to interview.


	Competency
	Identified by

	Knowledge and Experience

Can demonstrate experience of, and a sound understanding of financial processes, procedures and budgetary requirements.

AAT qualified and working towards ACCA/CIMA or direct equivalent

An active approach to continuing professional development, undertaking training as appropriate for personal and professional development

Good working knowledge of all MS Office applications, particularly Excel and Word.

	

Application/Interview


Application/Interview


Application/Interview



Application/Interview

	Communication (Oral and Written)
Can demonstrate the ability to provide information in a suitable 
format so that the others’ needs are met and adjusts the level of 
content to help others understand.


	Application/Interview

	Teamwork and Motivation
Can demonstrate the ability to delegate work to others and/or 
help to build co-operation to deliver team results.


	Application/Interview

	Liaison and Networking
Can demonstrate the ability to make contact with others to ensure
that information is exchanged and circulated appropriately to the 
right person at the right time.


	Application/Interview

	Service Delivery
Can demonstrate the ability to seek ways to improve and adjust current levels of service. Deals with complaints and initiates contact with customers to obtain their reactions and views about the service and future needs
	Application/Interview

	Decision Making
Can demonstrate the ability to consider the impact on the Faculty/School. Knows where a decision is beyond their responsibility and refers to others.

	Application/Interview

	Planning and Organisation
Can demonstrate the ability to ensure that time and resources are used effectively to their maximum efficiency. Develops plans to take into account problems, delays and new priorities whilst checking and reporting on progress and achievement against plans to key parties.
	Application/Interview

	Initiative and Problem Solving
Can demonstrate the ability to use initiative to recognise 
problems and offer solutions.


	Application/Interview

	Analysis/Reporting							
Can demonstrate the ability to select appropriate methods 
for data gathering and analysis. Gathers data thoroughly 
and accurately and subjects it to rigorous analysis. 
Obtains additional data if required.
	Application/Interview
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