OFFICIAL

OFFICIAL

OFFICIAL

		UNLOCKING POTENTIAL
TRANSFORMING LIVES







	
	[image: Description: Description: http://dc1-hv-intranet1/wordpress/wp-content/uploads/2013/11/SPS-refreshed-logo-November-2013.jpg]

	

	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Management Accountant
	Strategic Finance Planning & Analysis Manager

	Location
	Department

	Headquarters
	Finance
	Hours of work
	Number of hours

	All Hours Required	35

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational	None
	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	F 	N/A



Job Description
	Job Purpose

	Reporting to the Strategic Finance Planning & Analysis Manager (SFP&A Manager), you will be responsible for the co-ordination and support of the annual financial planning cycle including: completion, submission and review of financial plans whilst ensuring that total budget allocation is within the Budget Statement Funding.  You will ensure that additional funding requirements have been through appropriate approval levels.

You will be responsible for the monitoring and detailed analysis of the in-year budget position, including querying and challenging monthly submissions made by Finance Managers.  You will be required to prepare information for and attend monthly/quarterly budget meetings with Finance Business Partners.

The post-holder is responsible for assisting the SFP&A Manager with meeting all management reporting requirements, including reporting the SPS’ corporate budget position and forecast outturns to SPS Advisory Board and the Scottish Government through monthly reporting and the budget review process (SBR and ABR). 

You will deputise for the SFP&A Manager and have line management responsibility for the Assistant Management Accountant as appropriate.

The role is based within the SPS Headquarters, situated in Edinburgh, however there may be a requirement for you to travel to other SPS sites and locations, and potentially some home working.

	Key Responsibilities of the Role

	1
	Production of the monthly management accounts, including analysing, investigating and reporting on significant budgetary variances, advising on the necessary remedial action and monitoring the implementation of these actions.  

	2
	Management of the annual financial planning process including coordinating submissions through Finance Business Partners and reviewing financial plans to ensure high quality budget setting and monitoring.

	3
	Providing financial support and guidance throughout SPS, including providing specialist advice on key strategic financial management areas such as:  risks and opportunities within budgeting and forecast outturns, financial planning and wider risk management, decision making, capital accounting and delegations.

	4
	Preparing materials for SPS decision making through scenario planning and attending meetings with Finance Business Partners on a monthly/quarterly basis to understand the financial environment and identify then implement effective analysis requirements.

	5
	Assist with completion of the SPS statutory accounts in accordance with the relevant IFRS accounting standards, policies and procedures.  This includes assisting with completion of the asset notes (including reviewing and authorising asset forms) and preparation of the financial performance disclosures.

	6
	Completion of all regular financial submissions for Scottish Government, including reporting on the monthly corporate budget position and forecast outturn, preparation of the Autumn & Spring Budget revisions and budget profiling.



Person Specification
	Criteria
	Essential or Desirable

	Qualifications

	Membership of a recognised professional accountancy body e.g. ACCA, CIPFA, CIMA.  Candidates in the final stages of becoming qualified with relevant financial experience will also be considered.
	Essential
	Knowledge, Skills & Experience

	Financial Experience
Experience of coordinating and managing budgets, with the ability to constructively analyse, scrutinise and challenge financial plans, including providing guidance and support to a wide range of staff in accordance with policy and procedures.
	Essential
	Management Experience
Previous management experience within a Finance function with the ability to successfully manage people ensuring all tasks are completed within required timescales.

	Essential
	Accountancy Experience
Experience in supporting the production of statutory accounts under IFRS, including preparation of supporting schedules. 
	Essential
	Technical Knowledge 
Detailed understanding of a financial accounting system with the ability to interrogate and report effectively from the system and using Excel at an advanced level.
	Essential
	Behaviours

	Solve Problems & Make Decisions	Essential
	Relationships & Collaboration	Essential
	Plan & Organise	Essential


Selection Methods
	Selection Methods

	1
	

	2
	Interview
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