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NHS Finance Competencies

Appendix 1:
Job Description & Person Specification
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Job Descriptions & Person Specifications
Your organisation may have its own format for job descriptions. If not, this will work very well and also takes into account the information required for Agenda for Change job evaluation purposes.
Job Description
	Job Title:

Job Grade/Band: 


	Accountable to:

Place of work/base:

Job description review date:


	Job purpose:

This consists of one or two sentences which describe the essence of the job – i.e. what it is there to do/why the job exists. 



	Organisation structure:

Draw the organisation structure around the job (at least two jobs above the role & all those below). Record job titles and not names of people - and highlight the job in question. 



	Scope of job/key elements:

This section can be used to add description about the nature of the job and can describe any unusual features of the role. Each point should be recorded as a short bullet point and there should be up to 5 points in total. The type of information you should record (and which is important for grading purposes) is as follows:

· The freedom the jobholder has to make decisions without reference to others and the amount of guidance or direction required by the jobholder. For example, is their work managed from a distance or supervised closely?

· Communication & working relationships (internal & external) e.g. patients (it is important to mention if there is regular contact with patients or relatives), internal customers, external organisations, finance staff etc. Mention the context and type of type of communication required (sensitivity/complexity/seniority/whether negotiations are involved etc.). 

· Supervisory/management responsibilities. Although this should be clear from the organisation chart, it is helpful to repeat it here where relevant. Record the number of jobs managed or supervised and use the relevant words in the description i.e. “manages…” or “supervises…”. Where someone does not have direct management responsibility but does coordinate the activities of other finance staff this should also be mentioned. Where someone supervises or manages staff in several departments or sections, also refer to this. Also mention any training elements to the role.

· Financial responsibilities. Although this will also be repeated in the job accountabilities section below, it is helpful to have it separately identified here. Make reference wherever relevant to: authorised signatory, budget holder, handling cash or cheques or patient’s property, purchasing and stock control. Include both internal departmental budgets and advice provided on customer budgets and state the number of budgets which are coordinated/managed. Where a job doesn’t have total responsibility for budgets but contributes towards them, reference to this should also be included.  

· Specific demands or stresses of the role – e.g. significant requirement to travel, significant VDU data input required in terms of time spent & keyboard skills required, requirement for prolonged concentration.


	Job Accountabilities


	Measures

	This section contains a description of the main outputs of the job or the key result areas – i.e. what the post holder is expected to achieve. There will usually be c10-12 of these for each job. 
You can use the appropriate competencies in the Finance Competency Framework to help you to identify the main areas of accountability.  

NB: Your organisation may have some generic accountabilities i.e. regarding equal opportunities or health and safety which need to be written into all job descriptions.
	This section is optional (and not essential for job grading purposes) but it can be useful for performance management. Here you can identify appropriate measures for each accountability – i.e. how you will know when each output or accountability has been delivered well. 


Person Specification 
	Essential qualifications (or equivalent experience) required


	Desirable qualifications (or equivalent experience) required

	Completing this section is key to the Agenda for Change process. One of the most important of the 16 factors is “Knowledge, Training and Experience”. 

For details of what to include in this section on qualifications, refer to the FSD Qualifications Guidance, available on the FSD website. The words you choose to use in this section are critical. 

Remember, it is requirements for qualifications or equivalent experience that is key. Also remember that you should record the requirements of the job and NOT the experience or qualifications of the jobholder.

Where you require someone to be an expert or to specialise in a particular field, it is helpful if you refer to it in this section. You may also wish to refer to European Computer Driving Licence (ECDL) where relevant.

Where you require someone to be educated to a particular level for a specific reason (i.e. degree level), this should also be stated as “degree level or equivalent” and the reason for this requirement explained.

You need to be clear about whether the qualifications or equivalent experience are “essential” or “desirable”. 
	

	Other essential experience required


	Other desirable experience required



	In some cases, whether or not qualifications are required, specific types and/or lengths of experience are important. Where this is the case, you should explain the nature and duration of the experience required. For example, it may be essential that the post holder has prior experience of working at a senior level in the NHS or that they have prior experience of managing teams. You need to decide whether the experience is essential or desirable for the role.
	

	Competencies required by the role 


	There are twelve Finance Competencies – five are Core and apply to all Finance jobs and seven are Specific and will apply to specific roles. For most roles up to band 6, only one Specific Technical Competence will be required. Thereafter there may be more than one. Hence all roles will need a minimum of six competencies. 

	Core Competencies


	Level required
	Comments

	Team Working, Managing & Leading


	
	

	Managing Relationships

	
	

	Business Partnering


	
	

	Governance & Managing Risk


	
	

	Using IT


	
	

	Specific Technical Competence(s)
	Level
required
	Comments

	Insert relevant one(s)

	
	

	
	
	

	
	
	


PAGE  
www.fsdnetwork.com/finance-competencies

