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JOB DESCRIPTION
JOB TITLE: 


Finance Officer
LOCATION: 


Taurus Healthcare Ltd, Suite 1, Berrows Business 



Centre, Hereford
ACCOUNTABLE TO:  

Senior Finance Officer
JOB PURPOSE: 
To support the work of the Finance Director and Finance team by providing high quality administrative and finance support.
To manage the daily financial tasks for the day to day running of the business.
To manage the diary of the Director of Finance and the Associate Director of Finance, ensuring their time is effectively deployed and they have all the necessary papers for meetings.
To arrange meetings across the finance team, liaising with a wide range of stakeholders, partners, staff and agencies, producing agendas and minutes.
This role is mainly for finance related tasks, but there would be a small aspect of business support needed to help maintain the functionality of the team – this would be no more than 10% of the job role. 
KEY Responsibilities:
· Ensure the effective deployment of the Director and the team’s time (including diary management, correspondence, arranging meetings and events, assembling agendas and meeting papers, minute taking and other core tasks).

· Act as the first port of call for diary events, knowing where the Director and team members are, and how they can be contacted.

· To provide full support for any other meetings as required to support the Finance Director, Such as Director of Finance meetings, and SLA meetings. 
· To arrange appointments and meetings, as required, including anticipating and making appropriate arrangements (e.g. hospitality, venues, travel, and accommodation), as required.

· Manage with the team all incoming correspondence both electronic and paper, and use initiative to determine what matters can be directed to other colleagues and which require the Director’s/team members’ attention.  Draft responses to general correspondence where appropriate.

· To produce documents in Word, Excel, PowerPoint etc. on behalf of members of the team, ensuring strict version controls are used.

· To create clear systems to organise own workload, keeping track of repeating deadlines/meetings and ensuring tasks are diarised, followed up, and completed.

· Deal professionally and effectively with telephone calls, correspondence, emails and the meeting and greeting of visitors, respecting confidentiality.

· Build and maintain strong working relationships with key contacts and stakeholders associated with the Finance team.  

· To collect and report relevant data to support the work of the Finance team, including developing databases, and/or recording systems as appropriate.

· Maintain effective, accurate and, where appropriate, confidential filing systems and contact lists. 
· To work collaboratively with the Business Support Executive Lead for the Managing Director and provide Business Support, as necessary, in their absence. This may include, for example, taking minutes for the Senior Management Team and Board meetings.
· On behalf of Taurus Healthcare, ensure effective communication with all outside agencies including GP’s, general public and patients/carers. This requires taking accurate messages or dealing with queries in accordance with Taurus Healthcare Policies and Procedures.
· Involved in the process for creditor accounts, ensuring invoices are paid on time.
· Purchase ledger administration 

· Review and process reimbursements.
· Identify and address account discrepancies.
· To maintain/enter information as required onto Sage 200, to include Cash book management. 
· Support for payroll process. 
· Responsibility for timely online banking payments to include bi-monthly supplier payments and Bankline payments (Staff expenses, Supplier invoices, GP monthly invoices)
· Obtaining quotation from suppliers and ensuring best value.
· Ability to work flexibly providing cover to ensure that workload pressures and absences due to annual leave and sickness are dealt with appropriately.

· To actively participate in any developmental work. 
· To carry out any other appropriate duties as required.
KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

· Experience of working on Financial Ledger System (preferably Sage)
· Effective Organisational skills as well as working Methodically
· Advanced keyboard skills

· Taking minutes of meetings

· Experience of using Outlook and diary management 

· The ability to work on own initiative
· High Level of Numerical Skills
CLINICAL GOVERNANCE AND QUALITY ASSURANCE
· To realise the importance of confidentiality when dealing with patients and staff, particularly when giving or receiving information over the telephone in accordance with the Data Protection Act. 

· Maintain the high standards of the service by contributing towards individual, team and service objectives and acting at all times in the best interest of patients.

· To accurately collect, collate and input data to Information Systems as required by procedures to ensure that patient database records are up to date and accurate. 
EDUCATION AND DEVELOPMENT

· To participate in Individual Performance Review and Personal Development plans on an annual basis and to undertake training and development as identified within these discussions and as indicated by the requirements of the post.

INFORMATION GOVERNANCE 

· Taurus Healthcare requires its staff to comply with Information Governance related standards and policies at all times when dealing with confidential information, which includes any information relating to the business of the company and its service users and employees.

· All Taurus Healthcare staff are bound by a duty of confidentiality and must conduct their duties in line with the NHS Confidentiality Code of Practice, Data Protection Act and Freedom of information Act. 

· Post-holders must maintain high standards of quality in corporate and clinical record keeping ensuring information is always recorded accurately and kept up to date.  The post-holder must only access information, whether paper, electronic or in other media, which is authorised to them as part of their duties.

· All Information obtained or held during the post-holder’s period of employment that relates to the business of the company and its service users and employees will remain the property of the Taurus Healthcare.  Information may be subject to disclosure under legislation at the Company’s discretion and in line with national rules on exemption.

· Any breach of confidentiality or computer misuse could lead to disciplinary action, and in serious cases could result in dismissal.  Breaches after the post-holder’s employment has ended could result in the Company taking legal action against them.

HEALTH AND SAFETY

· To have responsibility for health, safety and welfare of self and others at work.  This includes being conversant with Taurus Healthcare Health & Safety policies and procedures and ensuring incidents, accidents and near misses are reported; taking part in the risk management process and carrying out tasks/using equipment only when competent to do so.
· Be responsible for ensuring the general environment is clear of all hazards.

PERSON SPECIFICATION

	Job Title:  Finance/Business Support Assistant 

	

	CRITERION
	ESSENTIAL

(Should possess to do the job)
	DESIRABLE

(Could also possess)
	Tested @ INTERVIEW
	Tested on APPLICATION FORM
	WEIGHTING FOR EACH CRITERIA

High      = 3

Medium = 2

Low       = 1

	EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS

	GCSE English or equivalent level.
	(
	
	
	
	

	GCSE Mathematics or equivalent level.
	(
	
	
	
	

	ECDL or equivalent level of keyboard/IT skills.
	(
	
	
	
	

	SKILLS

	Good interpersonal communication skills, both written and verbal.
	(
	
	
	
	

	Confident telephone manner and accurate message taking.
	(
	
	
	
	

	To manage and prioritise own work to meet deadlines.
	(
	
	
	
	

	Be able to organise work in a methodical way
	(
	
	
	
	

	Ability to work effectively as part of a team.
	(
	
	
	
	

	Good level of accuracy and attention to detail.
	(
	
	
	
	

	KNOWLEDGE/EXPERIENCE

	Sage Financial Ledger System
	
	(
	
	
	

	Working knowledge of Microsoft office – Word, Excel, Outlook and PowerPoint.
	(
	
	
	
	

	Experience in producing correspondence, reports and presentations. 
	(
	
	
	
	

	Experience in minute taking/transcribing.
	
	(
	
	
	

	Experience in planning, co-ordinating and facilitating meetings.
	(
	
	
	
	

	Experience in management of electronic diaries.
	(
	
	
	
	

	Experience in general office duties.
	(
	
	
	
	

	Experience of submitting corporate returns. 
	
	(
	
	
	

	PERSONAL QUALITIES OR ATTRIBUTES

	Reliable, conscientious and flexible approach to work.
	(
	
	
	
	

	To be able to work independently on own initiative.
	(
	
	
	
	

	Ability to maintain confidentiality.
	(
	
	
	
	

	OTHER JOB REQUIREMENTS

	Understanding of confidentiality and Data Protection.
	(
	
	
	
	

	Required to travel to meetings.
	(
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