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Job Title
Finance Director

Job Description
As a Financial Director, your key responsibilities include Supporting financial decision-making information

by collecting, analysing, investigating, and reporting financial data

Duties of the job include:

¢ Ensuring all areas of the business run efficiently and smoothly

¢ Financial management e.g. budget, forecast, planning, target sefting, profit

¢ Prepares monthly statements by collecting data; analysing and investigating variances; summarizing
data, information, and trends;

e Prepares state quarterly and annual statements by assembling data;

e Complies with HMRC tax filing requirements by studying regulations; adhering to requirements; advising
management on required actions; calculating quarterly estimated tax payments; assembling data for
quarterly and annual tax filings

* Responds to financial inquiries by gathering, analysing, summarizing, and interpreting data

* Provides financial advice by studying operational issues; applying financial principles and practices;
developing recommendations;

* Prepares special reports by studying variances; preparing budgets; developing forecasts;

¢ Updates job knowledge by keeping current with financial regulations and accepted practices;
participating in educational opportunities; reading professional publications; maintaining personal
networks; participating in professional organizations;

e Accomplishes finance and organization mission by completing related results as needed
* System/software/website management ensuring everything is operating effectively;

* Business growth strategy / KPI Key Performance indicator management;

¢ QOverseeing HR department - Staff Payment /Payroll, Client invoicing.

Director’s shared responsibilities before hiring external staff:

¢ Sourcing candidates:
- Interview & assessment;
- Managing candidate profile training and development

¢ Cold - calling clients Private hospitals; Nursing and care homes;
— Making appointments;
— Win confracts (preferred supplier contracts);
— Outline T&C's;

¢ Manage existing client relationships/CRM database;
¢ Follow — up calls/feedback on our service/ staff members.

Key Skills
¢ excellent communication and IT skills;

¢ the ability to get on with people af all levels and influence them



* strong problem-solving and creative skills;

e an ability fo stay calm under pressure and keep to deadlines;
* strong sales and negotiation techniques;

e team working and leadership skills;

« attention to detail;

* time management and organisational skills;
* Deadline-Oriented;

* Managing Profitability

* Accounting;

e Audit;

* ISA Rules;

e Financial Skills;

* Analysing Information;

* Reporting Research Results;

* Research Skills;

o Statistical Analysis;

¢ Business Knowledge.

GENERAL RESPONSIBILITIES: POLICIES AND PROCEDURES

The post-holder is required to familiarise themselves with all policies and procedures and to comply with
these at all times. Failure to comply with any of these policies may result in disciplinary action up to and
including dismissal. These have been agreed with staff and Staff Side and are as follows:

e Treat others as you would like to be treated;

* Listen to and support others and make time to do so;

* Seek, acknowledge and value others’ experience and confribution;
* Acknowledge others’ beliefs;

* Be courteous and considerate to all;

e Treat others fairly and equally;

¢ Be honest and trustworthy and act with integrity;

e Encourage others to treat all staff with respect;

* Challenge the behaviour of staff who do not show respect to other.

CONFIDENTIALITY & DATA PROTECTION

The post-holder must maintain the confidentiality of information about Clients, staff and other health service
business and meet the requirements of the Data Protection Act (1998) at all fimes. The post-holder must
comply with all company Information and Data Protection policies at all times.

HEALTH AND SAFETY

Employees must be aware of the responsibilities placed on them under the Health and Safety at Work Act
(1974) and any subsequent relevant legislation and must follow these in full at all fimes including ensuring
that they act in line with all agreed procedures at all times in order to maintain a safe environment for
Clients, visitors and staff. Failure to comply with these policies may result in disciplinary action up to and
including dismissal.

MANAGING STRESS

The company has an agreed policy & procedure which links with a range of services and arrangements
for staff to manage stress. All staff are required to familiarise themselves with the policy and services to best
manage their own and their colleagues’ stress.



HEALTHCARE ASSOCIATED INFECTIONS (HCAIs)

All staff has a responsibility to act and follow all instructions to protect Clients, staff and others from HCAIs.
All staff are required to follow the Hygiene Code and all company policies and procedures related fo it
and the Health Act 2006. Failure to comply with any of these may result in disciplinary action up to and
including dismissal.

EQUALITY & DIVERSITY

The company has adopted a Managing Staff Diversity Strategy & Policy covering all of its staff and it is the
responsibility of all staff to comply with these requirements at all times. The key responsibilities for staff under
this Strategy and Policy are set out in the Code of Conduct for Employees. Failure to comply with these
policies may result in disciplinary action up to and including dismissal.

FLEXIBILITY

This job description is infended to provide a broad outline of the main responsibilities only. The post-holder
is required to be flexible in developing their role in agreement with their designated manager. In addition,
they may be required by their manager to carry out any other duty commensurate with their banding and
expertise.

EXPERIENCE REQUIREMENT
Minimum 3-5 years of experience in a healthcare role as a Financial Director

DESIRABLE QUALIFICATION:
e GCSEs (A* to C) or equivalent, in maths, English and IT;
¢ sales, marketing or business management experience;
* adegree in any subject.



