Director of Finance & Corporate Services

West Wimmera Health Service
Position Description
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	Position
	Executive Director Finance & Corporate Services

	Location
	Based at Nhill Hospital – responsibilities Service wide
	Responsible to
	Chief Executive Officer

	Award
	Contract
	Level
	Contract

	Effective Date
	May 2018
	Next Review
	June 2019

	 Functional Responsibility
	The Executive Director of Finance and Corporate Services has functional responsibility for the following Service areas:

· Financial Management
· Payroll

· Hospitality and Environmental Services
· Procurement
· Administration and Reception Services

· Uniforms

· Volunteers



	Key Result Areas
	· Financial Management
· Regulatory Compliance
· Procurement

	Staff Responsibility
	Line management responsibility for  all staff associated with the Functions referred to above.

	Liaises with
	Internal: All Service staff, contractors and volunteers as required.

External: All Service stakeholders.


POSITION RELATIONSHIPS:
	Responsible

 To
	Chief Executive Officer
	

	
	(
	

	This

Position
	Executive Director of Finance & Corporate Services
	

	
	(
	

	Responsible

For:
	Accountant
Executive Manager Corporate Services

Manager of Hospitality and Environmental Services

Payroll Manager

Procurement Manager
	


Key Responsibilities:
· Effective, efficient and safe management of the Finance and Corporate Services Division including each of its Departments. 
· Maximisation of the Service’s financial capacity to deliver high quality and financially sustainable healthcare services.
· The facilitation of Service-wide compliance with all finance, regulatory and statutory requirements relative to the division
· The development and maintenance of appropriate relationships with internal and external stakeholders.
Statement of position’s requirements:
	Leadership
1. Prepare the Service’s annual budget in collaboration with senior management staff; assist in budget implementation; prepare forecast financial statements; and administer the approved budget.
2. Assist the Chief Executive Officer to strengthen the Service’s governance and leadership capability.
3. Model and contribute to embedding the Service’s values throughout the organisation.
4. Model and contribute to embedding the values of the Victorian Public Sector Commission’s Employee Code of Conduct throughout the organisation.

5. Develop and work to a divisional business plan; develop and implement division procedures and develop and recommend relevant organisation wide policies and procedures to the Chief Executive Officer and executive management team.

6. Strengthen the personal and professional growth of staff as part of the development of an innovative and learning organisation.
7. Through effective information and technology input, analyse problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals. 
8. Participate as an effective, efficient and supportive member of the management team



	Professional Practice
9. Promote professional and personal development programs in collaboration with the executive management team. 

10. Demonstrate a commitment to positive and consultative leadership to develop and motivate individuals through coaching and positive role modelling.
11. Monitor policies and procedures in line with those required for the efficient and effective management of the Service.
12. Be aware of changing trends within the industry and ensure organisation wide awareness thereof as required.



	Financial Management

13. Direct the development, implementation and review of financial plans and policies to ensure delivery of safe and high quality patient care within budget organisation wide.
14. Develop and maintain appropriately detailed monthly financial reports for Service management.
15. Be aware of current and potential funding initiatives for individual programs and advise the executive management team with relevant information as required.
16. Develop business activities to increase income in collaboration with the executive management team.
17. Assist in the development and monitoring of the Service’s physical infrastructure to ensure it meets the current and expected future needs of the Service in collaboration with the executive management team.
18. Analyse services against benchmarks and standards for executive management team input and improvement planning.
19. Identify opportunities for service consolidation and growth.
20. Prepare accurate financial and non-financial information to discharge statutory and other reporting obligations in a timely manner.

21. Establish and review accounting and financial information systems, governance and internal controls to ensure they remain fit for purpose and to safeguard the Service’s resources; 
22. Provide regular assurance that: 
22.1. financial reports (estimates and actuals) present fairly, in all material respects, the Service’s financial position and operating result;
22.2. financial reports (estimates and actuals) are founded on a sound system of risk management and internal compliance and control that implements the policies and procedures adopted by the Service; and
22.3. the Service’s financial risk management and internal compliance and control systems are operating efficiently and effectively in all material respects; 

23. Provide strategic advice and options to support informed decision making and organisation strategy concerning the: 
23.1. financial implications and risk of current and projected services and assets; and
23.2. future financial sustainability;

24. Maintain a constructive relationship with agency business areas, the Victorian Auditor-General’s Office and other portfolio CFAOs. 
25. Participate in, review and make recommendations in the budget development and administration of assigned divisions and functions and administer and monitor budgets to ensure the accomplishment of objectives within organisational budget limitations

26. Provide timely, appropriate and responsive financial advice to the Chief Executive Officer and other staff as required.
27. Ensure administrative processes organisation-wide are appropriate, responsive and efficient.
28. Oversee, in conjunction with other executive directors, the development, implementation and review of required policies, procedures and protocols throughout the organisation.

	Quality and Safety
29. Ensure that quality and safety improvement systems support department requirements and promote organisation-wide accreditation.
30. Promote a quality and safety driven culture throughout the organisation.

31. Facilitate the development and effective maintenance of Service-wide financial compliance monitoring systems in collaboration with the executive management team.
32. Ensure external benchmarking activities are implemented to identify improvement opportunities throughout the Service.

33. Ensure relevant quality and safety policies and procedures are developed, maintained and implemented throughout the Hospitality and Environmental division.
34. Ensure relevant quality and safety policies and procedures are developed, maintained and implemented throughout the Finance and Administration division.

	Community Involvement
35. Ensure the development and maintenance of ‘patient centred’ culture across the Service.

36. Provide consultative advice on customer service surveys organisation wide.

37. Coordinate with other divisions and sections within departments as well as with private, public and voluntary health and social service agencies/providers in the community.
38. Actively promote the within the community the Service’s targeted areas for improving population health including: physical activity, social connection and healthy eating.

	Communication
39. Promote an environment which is conducive to good communication within and without the Service
40. By management staff meetings and interdepartmental meetings.

41. Attendance Board subcommittees (including Finance Committee) to present monthly financial reports to the Board for analysis and discussion.

	Appraisal

	1. Initial appraisal – 3 months after appointment and thereafter annually.


SELECTION CRITERIA:
	KEY SELECTION CRITERIA: 

1. Member of Chartered Accountants Australia & New Zealand or CPA Australia.
2. At least 5 years recent experience at senior management level within a hospital / healthcare facility environment.
3. Good working knowledge of business and financial management related to health care delivery and administration. 

4. Demonstrated experience and qualifications in management and leadership.

5. Excellent interpersonal, communication and organisational skills.

6. Excellent analysis and report writing skills


CERTIFICATION:
The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.

	Signature:

………………………………………..……………..

Chief Executive Officer

Date:
	Signature:

………………………………………..…………….
Director Finance and Corporate Services.

Date:


May 2018

