APPENDIX 2

SOUTH COAST AUDIT 

SOUTH DOWNS HEALTH NHS TRUST

JOB DESCRIPTION

JOB TITLE:


Managing Director

GRADE:  


Band 8, Range D
BASE:




REPORTS TO:

Chair of Consortium Board and Host Director of Finance

ACCOUNTABLE TO:
Consortium Board
RESPONSIBLE FOR:
All SCA staff (91 FTE posts, 15 Contract posts) as per SCA 



establishment

1. 
DIMENSIONS:

South Coast Audit (SCA) is an NHS “not-for-profit” internal audit and counter fraud consortium.  South Coast Audit has 38 consortium members and 7 non-consortium clients, spread across Kent, Sussex, Surrey and London.  In addition the above clients host 6 shared service centres/agencies/confederations.  The total expenditure incurred by these clients is approximately £5 billion.

SCA’s clients are the consortium members, which consist of NHS Trusts (both acute and mental health), Primary Care Trusts and Strategic Health Authorities and non-consortium members which include non-departmental public bodies and NHS Trusts.  SCA is managed by the consortium Board which is made up of Directors of Finance from consortium members.   

For 2005/06 SCA has budgeted turnover of £3.8 million, of which £2.80 million (or 73%) relates to the provision of Internal Audit services and £1 million (27%) relates to the Local Counter Service.  There is an authorised establishment of 91 full-time posts (of which 66 provide direct internal audit services, 17 provide local counter fraud services and the remaining balance in administration and management).  In addition up to 15 contract posts and agency staff may also be used to supplement staff resources.
SCA is legally held, for hosting purposes, by South Downs Health NHS Trust, although it is governed by its Consortium members, but is required to abide by its host’s policies and practices.
Because of the competitive nature of the internal audit sector, emphasis on quality is important.
2. 
JOB SUMMARY:

To take overall responsibility and accountability for the management, success and activities of South Coast Audit, ensuring that it delivers high quality Internal Audit and Local Counter Fraud services to its client base to meet NHS Internal Audit Standards and Secretary of State directions on countering fraud.  This responsibility to include maintaining financial stability and ensuring compliance with legal and mandatory duties.

SCA operates within a commercial environment competing for business with other organisations both NHS and private sector, as such postholder is responsible for the financial management of SCA, requiring in-depth understanding of the market and its volatility to price, cost and quality.

To manage and supervise the Deputy Director, Head of Local Counter Fraud Services, Corporate Services Manager and Computer Audit Manager, developing each member of the senior management team so that they may reach their potential and maximise their contribution to SCA, through themselves and their teams.  In addition, to provide professional leadership and management to Audit Managers, who each act as the Head of Internal Audit for a group of clients.

To create and maintain an environment and culture within SCA that meets public sector values and allows all staff to develop their full potential and encompasses best business practice.

To undertake the role of Head of Internal Audit for a limited portfolio of clients, providing an independent and objective assurance and consultancy service to their Accountable Officers, Boards and Audit Committees.  This will include the provision of an opinion on the degree to which risk management control and governance support the achievement of the organisation’s agreed objectives, and consultancy support where appropriate.  This will be based upon the delivery of internal audit work that complies with mandatory NHS Internal Audit Standards and best professional practice.
As South Coast Audit is one of the largest providers of Internal Audit and Counter Fraud Services to the NHS the Managing Director is required to develop and maintain a national and regional profile in influencing and developing policy in the areas of good governance, including internal audit and counter fraud best practice.  This will include networking and building relationships with senior management and civil servants across the Department of Health and NHS organisations. 

3. 
ORGANISATIONAL CHART:

See attached.

4. 
DUTIES AND RESPONSIBILITIES:

As Managing Director of South Coast Audit, the postholder will be required:

1. To interpret policy guidelines from public and private sector in order to establish the goals, mission, vision and values of SCA which all staff have to comply with.

2. To work autonomously taking corporate responsibility for the delivery of all SCA services.

3. To report to the consortium board and consortium members on the performance of South Coast Audit and in relation to the requirements of the Consortium Agreement.

4. To moderate all audit opinions to ensure that the judgement of Heads of Internal Audit across SCA is consistent and reasonable.  This will require a high level of expert judgement and understanding of specialist internal audit issues.

5. To moderate the results of all counter fraud work provided by the Local Counter Fraud Specialist service ensure that the work across SCA is consistent and reasonable.  This will require a level of expert judgement and understanding of specialist counter fraud work.

6. Using the postholder’s breadth of specialist experience, to provide advice and final decision making on contentious issues in both internal audit and counter fraud services.

7. To have corporate responsibility for all information systems across SCA that shall be necessary for the full and effective working of SCA and reporting on its activities to consortium members and clients.  This will include TeamMate Electronic Working Papers package and the SCATS Resource Management System.

8. To have corporate responsibility to maintain financial stability through the maintenance of complete and accurate accounting records.

9. To ensure that SCA remains committed to, and accredited under, ISO 9001 for its quality management system, as assessed by the British Standards Institute.  In addition to ensure that its staff training and development remains recognised under the Investors In People award.

10. To take the lead in developing new services and winning new business, as may be consistent with the long-term interests of SCA.  This will include establishing that sufficient resources are available to meet these demands and that the risks of this new business is assessed as appropriate.

11. Championing the common vision and values of SCA and the NHS.

12. Leading tender presentations as required.

13. To ensure that effective administrative and business support systems are implemented to support internal audit and counter fraud services, as well as the staff employed in them.  This will include the appropriate IT infrastructure.

In the role of Head of Internal Audit for Client base, the post holder will be required:

14. As a Head of Internal Audit, the Managing Director will be expected to have practical involvement in managing a small portfolio of high profile clients.  As such the postholder will be expected to provide a professional internal audit service to those nominated clients that meets mandatory NHS Internal Audit standards and professional accounting/auditing codes of ethics and, culminates in an opinion on the effectiveness of systems of internal control.

15. Promoting and maintaining good client relations.

16. Providing practical advice, both written and verbal, to clients on audit/control/governance related matters, as and when required.

17. In order to complete audit assignments the postholder will be required to undertake highly complex analysis of financial and non-financial data, evaluate the results and formally report to the client organisations.  This will require prolonged concentration when examining and testing samples and reviewing documentation and reports.

18. Frequently collating and interpreting highly complex facts/data arising from discrete audits and/or presented to Boards and Committees, and formulating judgements based on available information, which will be communicated to clients.

19. To collect, analyse and utilise management information and key performance indicators applying to SCA, taking the necessary action to improve performance indicated by them.

20. Development and presentation of Head of Internal opinions for each client using a high level of judgement to select the most appropriate from a range of options to reflect the financial and non financial risks facing the organisation and managements’ response to those risks.  This will involve analysis of all internal audit work for the year.  The Audit Opinion plays a key part in client organisation’s Assurance Frameworks and will be used by the Accountable Officer (client Chief Executive) when formulating and signing off the Statement on Internal Control.

21. Formulation/approval of Audit Planning Memoranda and some direct management of complex audit assignments, in addition to the review of electronic working paper files and reports.

22. Providing Annual Reports to all clients that meet mandatory requirements and best practice guidance, give a clear view of the service provided and highlight issues for the attention of senior management and the Audit Committee.

23. Preparing papers for, attending and presenting reports to Audit Committees and answering questions linked to internal audit reviews, as well as providing advice relating to risk management, control and governance arrangements, as required.

24. As required, to attend or participate as a member of other client committees, groups or workshops, up to and including Board level.

25. Developing the consultancy role of SCA, through awareness of, and reaction to, new business opportunities.

26. Securing additional sales, where appropriate, so as to raise the profile of SCA and make a contribution to overheads.

27. Maintain good reputation of SCA with client management by ensuring the maintenance of high professional standards, specifically including confidentiality, integrity and reliability.

28. Maintaining customer satisfaction, both for individual assignments and the overall service, instigating remedial action to lead to improvement where required.

29. Ensuring compliance with SCA systems and processes for internal audit, including compliance with the ISO 9001:2000 quality management system and the application of electronic working papers for individual audit assignments. 

30. Ensuring compliance with such additional systems and processes as are required within SCA, including the SCA Quality Management System and the policies of the host.

Planning and Organisational Skills:

As Managing Director:

31. To develop the strategic direction of SCA, including annual business plan and associated budget together with longer-term five-year strategies to meet the aims and objectives of the organisation, for presentation to the Consortium Board.

32. To develop the organisational structure of SCA so as to deliver the strategy.  To ensure that the administrative and support services required are put in place and effectively planned and organised.

33. Ensuring that there are sufficient financial and people resources across SCA to deliver high quality Internal Audit and Counter Fraud services to all clients.

As Head of Internal Audit:

34. To carry out audit needs assessments on behalf of clients, negotiating and agreeing Audit Strategies/Plans over a three year cycle and then delivering annual audit plans, agreed by client organisations and their Audit Committees to meet their aims and objectives, designed to meet the mandatory requirements of NHS Internal Audit Standards and Terms of Reference for Internal Audit as laid out in the Consortium Agreement or service level agreement.

35. To plan and set up audit assignments for other auditors, using the Electronic Working Papers software package.

36. Planning and coordinating a number of complex audit assignments to meet budgets, time deadlines and client requirements with the ability to re prioritise work to meet these conflicting needs.

37. Planning and co-ordinating the financial and people resources to ensure provision of high quality Internal Audit services to clients, including delivery of assignments by staff with the appropriate skill mix to meet National Standards.

Communication and Persuasive Skills:

As Managing Director:

38. SCA is a major NHS provider of Internal Audit and Counter Fraud Services in England.  The Managing Director will be required to network and have active involvement across the NHS, public and private sectors, including influencing senior level contacts at DoH, Counter Fraud and Security Management Service (CFSMS), CCAB Accountancy Bodies and other key organisations, for example Healthcare Financial Management Association (HFMA).

39. Highly developed presentational skills to effectively prepare and deliver guidance and instruction in respect of policy interpretation and development, training, governance development and other related issue.  To ensure that audiences at National, Local and Regional levels are effectively influenced regarding the development of risk management, control and governance policies.  

40. As SCA is a major provider of Internal Audit and Counter Fraud Services in England, the postholder is required to attend and address local, regional and national conferences and seminars to enhance the reputation of SCA and influence national policy.

41. The postholder is required to meet and influence key Directors and managers in the NHS at local, regional and national level to promote and develop the service provided by SCA.

42. The postholder is required to meet and influence current and future client personnel, at up to Board level (e.g. Chairs, Chief Executives/Accountable Officers, Executive and Non Executive Directors) in order to increase or maintain the level of sales or the credibility of  SCA and the services it provides.  This is mainly achieved by one to one meetings with such personnel, by regular attendance at Audit Committee meetings, presentations to Boards and attendance and participation in Consortium Board meetings.

43. The postholder is required to meet and influence client Board members (executive and non-executive) so as to maintain and develop the internal audit and counter fraud service.

44. To report to the consortium board and consortium members on the performance of South Coast Audit and in relation to the requirements of the Consortium Agreement.

45. Ability to handle and overcome highly hostile and antagonistic reactions to SCA services and support staff in similar situations.  For example, leading the response to any formal complaints received from suspects in fraud cases which includes members of the public.

46. The ability to handle adverse reactions to the presentation of highly complex information in any reports issued by Internal Audit and Counter Fraud Services.  For example managing the reaction to an adverse audit opinion where there is no consensus with the view of the client and / or the Strategic Health Authority.

As Head of Internal Audit:

47. As Head of Internal Audit, regularly provides practical advice, both written and verbal, to clients on audit/control/governance related matters.  This will include presenting highly complex, sensitive and sometimes contentious information resulting from audit assignments  (for example, control failures around management of budgets) to Directors and Senior Managers and negotiating resolution.

48. In compliance with the NHS Internal Audit Standards, the Head on Internal Audit attends and presents the conclusions of internal audit work to Audit Committees at each client to assist the Non Executive Director members to meet the Terms of Reference of this key Board Sub Committee.

49. The postholder is required to meet with staff at all levels within the client organisation, during the course of internal audit work, to present findings, make practical recommendations and influence changes to the organisation’s systems and processes.  

50. Development, and then maintenance, of effective working relationships with other assurance functions, in particular external audit. These relationships to include colleagues in the computer audit function within SCA and other specialist colleagues that may be relied upon.

51. Development and maintenance of effective working relationships with colleagues in the Local Counter Fraud Specialist function within SCA. In some instances there may be a requirement to carry out/lead specific reviews at any of SCA’s clients due to their sensitive nature.

Responsibility For Financial and Physical Resources:

As Managing Director:

52. The postholder has corporate responsibility for the governance, finances and assets of SCA as an arms length body hosted by South Downs Health NHS Trust.  As such is the formal budget holder for all services within SCA.

53. Is an authorised signatory for purchase orders, goods received/invoices, travel claims, timesheets and monthly payroll returns, relevant forms for permanent amendments to the payroll (appointments, terminations, amendments) and establishment control forms.

54. Establish and maintain the financial stability of South Coast Audit, taking account of its position as a “not-for-profit” consortium, the level of reserves built up or required, year-end income in advance and future financial plans.  This will include implementing a system of budgetary control.

As Head of Internal Audit:
55. The postholder has responsibility for monitoring the effective drawing up, use of and reporting of budgets on an on-going basis for the respective client(s) to ensure compliance with guidelines and maintenance within predetermined budgetary limits.

56. Using a laptop computer the postholder will be required to record all audit evidence and prepare reports which necessitates its frequent use on a daily basis.  The laptop computer and associated equipment together with documentation necessary for completion of the audit has to be carried between multiple client sites and SCA offices.

Responsibility for Policy and Service Development Implementation:
57. SCA is a major NHS provider of Internal Audit and Counter Fraud Services in England.  As Managing Director of SCA the postholder will be expected to establish a leading role in local, regional and national policy setting in areas of internal audit, corporate governance and counter fraud, or ensure that SCA’s interests are effectively represented.  

58. The postholder is responsible for developing an effective response to NHS policy changes and developing appropriate services and procedures that meet client needs.

59. The Managing Director has corporate responsibility for the development of all SCA policies, systems and procedures.  This will include policies for the management of information, financial and people resources across SCA.

60. As Head of Internal Audit, the postholder is responsible for influencing the development of client systems, policies and procedures by proposing policy and/or service changes in audit reports on a regular basis.  These reports can and do affect departments across the client organisations.  The postholder will use their experience across a portfolio of clients to enhance developments of policy implementation and reflect best practice.

61. As line manager for the senior management team of SCA, the postholder is responsible for implementing SCA policies, systems and procedures.

Responsibilities For Human Resources:

62. As Managing Director, the postholder has corporate responsibility for human resources across SCA.

63. The postholder is a line manager for members of the SCA Senior Management Team (Deputy Director, Head of Local Counter Fraud Services, Corporate Services Manager and Computer Audit Manager) and chairs Senior Management Team meetings.

64. The postholder is the professional lead for all Heads of Internal Audit, this involves providing specialist advice and support.  All Heads of Internal Audit are accountable to the postholder for their professional conduct.

65. The postholder is responsible for the induction, counselling, training, developing and disciplining of their staff, and for the overall maintenance of compliance with SCA quality systems.  As Managing Director the postholder has additional responsibilities, for example in disciplinary matters, for all staff within SCA via their line manager.  Who directly reports to the Managing Director.

66. The Managing Director plays a key role in the central induction of all staff.

67. Undertake the effective recruitment of appropriately competent staff to established vacancies in team in compliance with SCA and host policies and procedures.

68. Carry out the annual appraisal, using the SCA approach, of each member of staff and working with them to identify areas for development that will lead to an individual Personal Development Plan, including the maintenance of Continuing Professional Development.

69. Regular monitoring of the delivery of each member of the senior management team’s Personal Development Plan and its amendment as changes in need arise.  

70. Monitor and manage individual team members’ performance, through the optimisation of the net chargeable time achieved by each member of staff and other indicators of performance.  Such indicators will be based around the SCA competency framework.

71. Conducting peer reviews of audit assignments carried out by different audit teams, appraising the relevant Audit Managers of findings made. 

72. Carry out a quality assurance role on the work of each member of staff through supervisory review of work done, and co-ordinate any other quality assurance/peer review processes that will give assurance to clients and senior SCA management on the quality of the products and services provided by the SCA.

73. To manage instances of poor performance, as required by policies within SCA and its host, including the initiation of disciplinary procedures when appropriate.  

74. To ensure that SCA staff are all developed and motivated so as to reach their full potential, within a safe and secure working environment that complies with all relevant employment legislation.  This will include monitoring delivery of the overall SCA Training & Development Plan, which includes details of each individual member of staff’s Personal Development Plan.

Professional Duties:

75. To abide by mandatory NHS Internal Audit standards including the code of ethics.

76. To apply appropriate standards of confidentiality and security in relation to information gathered or provided by others in the course of audit work and to operate at all times in accordance with all relevant legislation.  This information will include patient and staff identifiable data.

77. To ensure that all consortium members and clients are provided with an internal audit service that meets mandatory NHS Internal Audit Standards and satisfies the scrutiny of external audit.

78. To ensure that all consortium members and clients are provided with a Local Counter Fraud service that meets Secretary of State Directions on countering fraud and satisfies the scrutiny of the relevant regional Counter Fraud Teams and the quality inspectorate of the national Counter Fraud and Security Management Service.

Research and Development:

79. To lead on research and development, to ensure that SCA services for internal audit and countering fraud reflect best practice resulting from either developments in overall NHS policy or from the professions.

80. To take an active role, in line with the national standing of SCA, in research and development programmes at a national level relating to Governance, Internal Audit and Countering Fraud through DoH, Counter Fraud and Security Management Service (CFSMS), CCAB Accountancy Bodies and other key organisations for example Healthcare Financial Management Association (HFMA).  These impact on the provision public and private sector services across England.

81. Internal Audit is a research tool required by all NHS organisations.  Development is achieved through recommendations for improvement to systems and processes.

82. The postholder is responsible for carrying out audits as a major job requirement.

83. Developing new areas of specialisation in response to the on-going rollout of risk based assurance.  

84. The postholder is required to undertake and lead in the development of SCA projects as and when required.

Key Working Relationships:

85. Refer to attached Matrix with regard to key working relationships.
5.
DATA SECURITY RESPONSIBILITIES

The postholder is a user of information systems.  In the role of Managing Director, the postholder has entitlement to access all information held by clients, and to all systems, whether manual or computer based.  The Managing Director has no right to change the content or structure of any information or information system.  The responsibilities set out in the Data Protection Act, the Computer Misuse Act, and clients’ IM&T security policies apply.

6.
GENERAL 

The post is subject to the Employment policies of South Downs Health NHS Trust.

The post is also subject to South Coast Audit internal policies detailed in the Quality Manual, Administration Manual and other guidance manuals.

USE OF NEW TECHNOLOGY

The Trust is making increased use of computer technology.  The majority of employees (both clinical and non-clinical) should expect to use automated information systems in their work in order to improve quality and co-ordination of services, and to enable faster and more certain communication within the Trust.  Necessary training will be provided.

NO SMOKING POLICY

South Downs Health NHS Trust operates a no-smoking policy.  This applies to all staff, visitors and patients.  It is a condition of employment for staff that they do not smoke whilst on duty or in uniform or anywhere on Trust premises.

Whilst we do not discriminate against employing smokers, they are expected to adhere to this policy and all prospective employees should be aware of this.

EQUALITY & DIVERSITY

South Downs Health NHS Trust is working towards equality and has policies relating to the equality of opportunity in employment and service delivery.  All staff are expected to comply with these policies.

7.
JOB DESCRIPTION AGREEMENT

Job Holders Signature: ………………………………………………………….

Date:   ………………………………

Managing Director Signature:   ……………………………………………………………..

Date :   …………………………….
