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Join us at UHB

We are defined by our people

Building healthier lives



Welcome from our CEO

Jonathan Brotherton

Dear Candidate,

Thank you for your interest in working with us here at University Hospitals Birmingham NHS
Foundation Trust (UHB).

Please take some time to read through this application pack to gain a better understanding
of our Trust in general, this role in particular, and why UHB Is a great place to work.

UHB is one of the largest teaching hospital trusts in England, serving a local, regional,
national, and international population. We employ around 22,000 colleagues and are
committed to investing in your training, development, health and wellbeing and future
career with us.

We see and treat more than 2.2 million patients every year across our four hospital sites -
Good Hope, Heartlands, Queen Elizabeth Hospital Birmingham and Solihull Hospital - and
through our community services and clinics. We are centres of excellence in many clinical

specialties.

But it’s not just our patients we invest in at UHB; we also invest in our staff. In fact, we
believe we are defined by our people, not the state-of-the-art equipment or fadlities we
work out of. We have high standards and we want to build healthier lives for patients and

our teams, wanting you to enjoy your job, and flourish in It.

To reinforce this commitment, we recently refreshed our values after hearing from over 1,400
colleagues about what made them proud to work at UHB

We will be:

Kind: the kindness that people show to each other every day
Connected: the connections we bulld with everyone around us
Bold: the abllity to be bold In how we think, speak and act

We hope you find this pack useful and look forward to receiving an application from you for
this role within our Trust.

Yours sincerely,

[ ¢
W \ 7T —
Jonathan Brotherton

Chief Executive Officer
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JOB DESCRIPTION
Job Title Financial Account Assistant
Pay Band AFC Band 5
Department Financial Accounts
CDG Corporate
Reports to Financial Ledgers Accountant
Professionally Director Of Group Finance
Responsible to
JOB SUMMARY

To manage the day to day running of the trust’s salary sacrifice schemes. The post holder will have
direct responsibility for the administration of the Knowles Lease schemes and any other salary
sacrifice schemes at UHB.

Update and create all relevant office procedures and complete complex control account
reconciliations.

TEAM/DEPARTMENT STRUCTURE CHART

Financial Ledgers
Accountant

Financial
Accounts
Assistant

KEY SKILLS

Communication and Relationship Skills

Liaising with payroll and relevant provider of salary sacrifice scheme in relation to the employee’s
agreements and resolving any queries that arise in a timely manner.

Attend any meetings that arise regarding current scheme and any future schemes that occur.
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Analytical and Judgemental Skills

Review and reconcile the monthly invoices relating to the salary sacrifice scheme and ensure the
correct value has been invoiced.

Review all deductions are being made at the correct value to the invoice paid.

Reconcile, analyse and monitor complex control accounts. Design and maintain records on excel
spreadsheets to ensure the information is accurately represented in the Trust trial balance.

Planning and Organising Skills

Plan and execute workload effectively to ensure all queries are dealt with in a timely manner. Plan
workload to meet the deadlines of account productions and monthly reporting.

KEY RESPONSIBILITIES
Information Resources

Maintain a salary sacrifice register for each scheme and reconcile the relevant balance sheet
codes.

Responsible for updating salary sacrifice registers with monthly invoices and deductions from
payroll.

Oversee the day-to-day queries relating to individual balances, liaising with payroll and scheme
providers where further discussion is required.

Freedom to Act
The postholder will be required to work with minimum supervision, whilst ensuring that all
internal and external reporting timetables are adhered to.

The postholder will carry out duties in accordance with.

e The Trusts Standing Financial Instruction, internal office procedures and statutory
obligations (e.g. monitoring and reporting the adherence to the Public Sector Payment
Policy)

e The financial services timetable and deadlines set out by the Reporting Accountant, whilst
working with minimum supervision.

BUDGETARY AND RESOURCE MANAGEMENT
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This is a financial accounting post without budgetary responsibility; the resource management
relates to own time management.
No management responsibility expected for this role.

MANAGEMENT, SUPERVISORY, TEACHING, TRAINING RESPONSIBILITIES

No line manager responsibility. Presenting data & results to senior staff, no expectations
regarding delivering training.

RESEARCH AND DEVELOPMENT

Complete audits and staff surveys as required by the role.

EFFORT -

Physical

Advanced keyboard skills are needed. Due to strict deadlines that must be met, there is a
requirement for speed and accuracy for long periods involving complex data analysis and report
writing at a computer.

Mental

Daily requirement for long periods of intense concentration to analyse data, statistics and policies,
check documents, write complex reports and manage conflicting priorities with strict deadlines.
Ability to maintain focus despite regular interruption and distraction to meet deadlines.

Emotional

The post holder may be required to communicate unwelcome or contentious news both verbally
and in written format

Working Conditions

Expectation would be to spend 3 days a week in the office with the ability once confident in the
role to work from home 2 days a week.

TRUST VISION & VALUES

DO NOT AMEND THIS SECTION

The Trust is clear on its vision and values and aims to make sure that they are reflected in all areas
of activity. Our vision is simple; building healthier lives. Our values apply to every member of staff
and help us in all we do and how we do it. They are:

Kind: The kindness that people show to each other every day
Connected: The connections we build with everyone around us
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Bold: The ability to be bold in how we think, speak and act

ADDITIONAL INFORMATION

This job description is designed to assist post holders with understanding what is expected of
them in their role. University Hospitals Birmingham NHS Foundation Trust may ask them to
undertake other duties, as required, which are not necessarily specified on the job description but
which are commensurate with the grade of the post.

The job description itself may be amended from time to time in consultation with the post holder,
within the scope and general level of responsibility attached to the post.

All post holders must take responsibility to ensure that they are aware of and adhere to all Trust
policies, procedures and guidelines relating to their employment regardless of their position
within the Trust.

PERSON SPECIFICATION
JOB TITLE: Financial Accounts Assistant
TRAINING, QUALIFICATIONS AND PROFESSIONAL REGISTRATIONS
ESSENTIAL DESIRABLE
e Five Grade GCSEs at Grade 4 or e Educated to AAT or equivalent experience
above (or A to C pre 2019 grading)
including Maths and English.

EXPERIENCE & KNOWLEDGE

ESSENTIAL DESIRABLE
e Experience of working with e Experience of working in a busy financial
computerised financial systems. accounting environment
e Experience of analysing and e Knowledge of salary sacrifice schemes.

reconciling complex data.

e Experience of working independently
and organising own workload.

e Experience of communicating with
non-financial members of staff.

e Detailed understanding of
interaction between balance sheet
and I&E account.

e Be able to understand and
implement finance policies and
internal control procedures and
propose changes to practices for own
area.

e Be able to demonstrate a
commitment to quality and customer
focused service.

SKILLS & ABILITY
ESSENTIAL DESIRABLE
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e Numerate with strong analytical skills.

e Proficient in the use of spreadsheets,
databases and computerised ledger
systems, requiring good keyboard
skills. The ability to develop, create,
interpret and maintain complex
spreadsheets with speed and
accuracy and manipulate financial
data within them e.g. Microsoft
Office, Excel Intermediate level.

e Ability to assimilate and interpret
complex data.

e Ability to establish and maintain
positive working relations.

e Be proactive in seeking the resolution
of queries.

e Ability to adopt a flexible approach to
meeting multiple tight deadlines.

e Ability to clearly present financial
information to Trust staff.

e Ability to concentrate for long periods
of time.

e Ability to plan, organise and achieve
objectives/tasks set within specified
time frames and co-ordinate the
activities of other staff in the
department when appropriate.

OTHER SPECIFIC REQUIREMENT
ESSENTIAL DESIRABLE

e Be willing to learn new skills and
develop knowledge; committed to
own and others continuing personal
and professional development.

e Ability to work effectively as a team
player and the ability to work under
own initiative.

e Displays smart appearance and
integrity.

e Reliable, punctual, pro-active
approach
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e Adhere to and ensure compliance
with relevant Health and Safety
legislation.

Last Updated: ..o JEID...........
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