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NHS Finance Competencies

Appendix 4:
Individual Training Needs Analysis /
Personal Development Planning

| N
-

Finance Skills Development — by the NHS, for the NHS






Individual Training Needs Analysis / Personal Development Planning – Four Steps



 Personal Development Levers
	Level in NHS Finance Competence Framework

	Agenda for Change Band


	Relevant knowledge and/or qualification 
	Core Competencies
	Specific Technical Competencies

	
	
	
	                       Team Working, Managing & 

Leading
	                  Managing Relationships
	Business Partnering
	                  Governance & Managing Risk 
	Using IT
	                      Financial Accounting

	                   Management & Business Accounting
	Commiss & Contracting
	Capital Accounting
	Payroll & Pensions
	                 Internal Audit
	Financial Systems

	-
	9
	
	
	

	Level 4

Experts & Emerging Leaders

	8b-d


	CCAB/CIMA Qualified 
with strategic management experience & CPD


	Development required to move to next level:
· Full competence in level 4 in all five Core Competencies above plus competence in the NHS Leadership Qualities Framework 
· Working closely with the most senior members of the organisation and with external bodies and stakeholders

· Wider responsibility across several finance teams

· Responsibility for long term strategic planning across the organisation
· Responsible for developing standards, & policy for use across the whole organisation
Possible development activities for this level:

· Mentoring, Coaching, Leadership programmes, Conferences, Training workshops, Learning sets, NHS Secondment out of finance
	Development required to move to next level:
· Competence at level 4 in more than one of the first three Specific Technical Competencies and strategic awareness of the whole organisation and the impact of all these Specific Technical Competencies
· Continued and proactive CPD and networking (outside of the NHS as well as within it) in order to ensure best practice finance skills and knowledge  
Possible development activities for this level:

· Mentoring, Coaching, Conferences, Training workshops, Learning sets, Shadowing, Secondments within finance, Project work, Sideways move to gain breadth

	Level 3

Experienced Professionals


	8a


	CCAB/CIMA Qualified with some experience

	Development required to move to next level:
· Full competence in level 3 of all five Core Competencies above and developing competence at level 4

· Working closely with senior stakeholders from across the organisation

· Responsibility for managing the team & developing the culture

· Beginning to develop responsibility for long term strategic planning

· Day to day autonomy to interpret policy & to begin to develop policies for use within the finance team
Possible development activities for this level:
· Mentoring, Coaching, Leadership programmes, Conferences, Training workshops, NHS Secondment out of finance, Private sector experience
	Development required to move to next level:

· Lead expert in a particular Specific Technical Competence (level 4) – provides advice & training to others. Works strategically in area of competence, taking responsibility for policy development
· Competence at level 3 in other relevant Specific Technical Competencies
· Continued and proactive CPD and networking
Possible development activities for this level:

· Conferences, Training workshops, Shadowing, Secondments within finance, Project work, Sideways move to gain breadth, Mentoring

	
	7
	CCAB/CIMA Qualified 


	Development required to move to next level:

· Moving towards full competence in level 3 of all five Core Competencies above and beginning to develop competence at level 4

· Beginning to work closely with senior stakeholders from across the organisation

· Full management responsibility for a team

· Beginning to develop responsibility for long term strategic planning
· Day to day autonomy to interpret policy and to begin to develop policies in a number of finance areas
Possible development activities for this level:

· Mentoring, Coaching, Leadership programmes, Conferences, Training workshops, NHS Secondment out of finance, Private sector experience
	Development required to move to next level:

· Developing expertise in a Specific Technical Competence (level 4) – provides advice & training to others. Beginning to work more strategically and take responsibility for policy development
· Competence at level 3 in other relevant Specific Technical Competence/s

· Continued and proactive CPD and networking

Possible development activities for this level:
· Conferences, Training workshops, Shadowing, Secondments within finance, Project work, Sideways move to gain breadth, Mentoring

	Level 2

Foundation Professionals

	6
	CCAB/CIMA Diploma 

	Development required to move to next level:
· Competence at level 2 in all five  Core Competencies and beginning to develop competence at level 3
· May work closely with stakeholders – e.g. budget holders

· Formal supervision and management of other people’s work/ outputs from the team

· Developing responsibility for planning more complex programmes & improving policies which have a broad impact across the department 

· Working with more autonomy – work guided by principles & standards

Possible development activities for this level:
· Informal coaching, Supervisor/management programmes, Conferences, Training workshops, Private sector experience, Mentoring

	Development required to move to next level:
· Operational expertise developed in a Specific Technical Competence (level 3)
· Excellent overview of how the finance area works as a whole
· Full competence at level 2 in relevant Specific Technical Competence
· CCAB/CIMA final examinations

Possible development activities for this level:
· Informal coaching, Conferences, Training workshops, Shadowing, Secondments within finance, E-learning, Project work, Sideways move to gain breadth, Mentoring

	
	5
	CCAB/CIMA Certificate 
AAT Member 


	Development required to move to next level:
· Competence at level 2 in all five Core Competencies

· Beginning to work with stakeholders – e.g. budget holders

· Formal supervision and management of other people’s work/ outputs from the team

· Developing responsibility for planning more complex programmes & improving policies which have a broad impact across the department 

· Working with more autonomy – work guided by principles & standards

Possible development activities for this level:
· Informal coaching, Supervisor/management programmes, Conferences, Training workshops, Mentoring

	Development required to move to next level:
· Beginning to develop operational expertise in a Specific Technical Competence (level 3) 
· Developing an understanding of how finance works as a whole
· Competence at level 2 in relevant Specific Technical Competence
· CCAB/CIMA Diploma Level

Possible development activities for this level:
· Informal coaching, Conferences, Training workshops, Shadowing, Secondments within finance, E-learning, Project work, Sideways move to gain breadth, Mentoring 

	
	4
	AAT Technician 
	Development required to move to next level: 
· Competence at level 2 in all five Core Competencies

· Beginning to supervise and manage other people’s work and to train staff
· Developing responsibility for planning more complex activities and for improving processes which impact beyond own area
· Require less direct supervision in day to day work
Possible development activities for this level:
· Informal coaching, Supervisor/management programmes, Conferences, Training workshops, Mentoring 
	Development required to move to next level:
· Full competence at level 2 in relevant Specific Technical Competence 
· Developing an understanding of how finance works as a whole

· CCAB/CIMA Certificate, AAT Member Level
Possible development activities for this level:

· Informal coaching, Conferences, Training workshops, Shadowing, Secondments within finance, E-learning, Project work, Sideways move to gain breadth, Mentoring 

	Level 1

Finance Technicians

	3
	Intermediate AAT
	Development required to move to next level:
· Full competence at level 1 in all five Core Competencies

· Wider perspective than own role

· Awareness of stakeholders / other departments
· Beginning to supervise and manage other people’s work and to train staff
· Developing responsibility for planning more complex activities and for improving processes which impact beyond own area

· Proposes improvements to processes which impact beyond own area
· Require less direct supervision in day to day work
Possible development activities for this level:
· Informal coaching, Training workshops, Mentoring 
	Development required to move to next level:
· Developing expertise in a Specific Technical Competence 

· Wider understanding of the finance area than just own role

· Work is managed rather than supervised
· AAT Technician Level

Possible development activities for this level:
· Informal coaching,  Training workshops, Shadowing, Secondments within finance, E-learning, Project work, Mentoring 


	
	2
	AAT Foundation 


	Development required to move to next level:
· Competence at level 1 in all five Core Competencies

· Wider perspective than own role

· Awareness of stakeholders / other departments

· Developing responsibility for planning more complex activities and for improving processes which impact beyond own area

· Beginning to supervise and manage other people’s work and to train staff in basic skills

· Requires less direct supervision

Possible development activities for this level:

· Informal coaching, Training workshops, Mentoring 

	Development required to move to next level:
· Developing expertise in a Specific Technical Competence 

· Wider understanding of the finance area than just own role

· AAT Intermediate Level

Possible development activities for this level:

· Informal coaching, Training workshops, Shadowing, Secondments within finance, E-learning, Mentoring  

	
	1
	-
	Development required to move to next level:
· Competence at level1 in all five Core Competencies

· Wider perspective than own role

· Awareness of stakeholders / other departments

· Beginning to plan work which impact son others

· Starts to assist with the training of others in basic tasks & begins to use initiative 

Possible development activities for this level:

· Informal coaching, Training workshops, Mentoring 
	Possible development activities for this level:

· AAT Foundation Level
· Informal coaching, Training workshops, Shadowing, Secondments within finance, E-learning 
Possible development activities for this level:
· Informal coaching,  Training workshops, Shadowing, Secondments within finance, E-learning, Project work, Mentoring 


*NB: There are geographical and organisational differences in how the agenda for change bands have been interpreted within finance and hence these guidelines should be taken as suggestions rather than as absolute.   
Personal Development Plan

	Core Competencies 
	Level required by role
	Current level of individual
	Link to KSF dimension if relevant 
	Learning Need & Development Action
(What learning is required & what action will you take?)
	Measurable outcomes

(How will you know when you’ve achieved your goal?)
	Time completed by

	Team Working, Managing & Leading


	
	
	
	
	
	

	Managing Relationships


	
	
	
	
	
	

	Business Partnering


	
	
	
	
	
	

	Governance & Managing Risk


	
	
	
	
	
	

	Using IT


	
	
	
	
	
	

	Specific Technical  Competence/s
	Level required by role
	Current level of individual 
	Link to KSF dimension if relevant
	Learning Need / Development Action
(What learning is required & what action will you take?)
	Measurable outcomes

(How will you know when you’ve achieved your goal?)
	Time completed by

	
	
	
	
	
	
	

	
	
	
	
	
	
	


4    Find a learning solution & draft your PDP





Find a solution for each learning need and write your PDP.


NB: Learning solutions include: coaching, job rotation, project work, attending workshops & conferences, studying for a qualification etc.








3    Review training/development needs





Together with your manager, identify where your short and/or long term learning needs lie. These can then be prioritised.








Assess the individual





For each competence, assess your own personal level. The gap between the level required by your job and your personal level reflects your development need – reviewing the detailed behaviours in each competence will help you to be specific about this. 





It may be that there is no gap in levels but that you wish to begin to plan your longer term development. Look at the level above that required by your current role and start to plan appropriate development actions using this.








Assess the job





There are five Core Competencies required by all finance staff. Decide which level of each Core Competence is applicable to your job.





Decide which of the seven Specific Technical Competencies apply to your job. NB: Most roles up to and including band 6 are likely to only need one Specific Technical Competence. Roles at a higher band than this may need more than one Specific Technical Competence. 





For the Specific Technical Competence(s), decide which level of the competence is relevant to your job. NB: In some cases, several jobs of different grades may sit at the same level of competence. Where this is the case, you may wish to identify the behaviours that are relevant to your role. In smaller organisations, you may find that one job needs to cover several levels. 








The levers for development at each of the four key levels are shown in the following table. These tables are not relevant to everyone as there are people who want to concentrate on development in their current role.  A format for a Personal Development Plan is available towards the end of the document
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