JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title:                 

Director of Corporate Services (8B Equivalent)
Responsible to:           
Chief Executive 

Department(s):             
Senior Leadership Team
No of Job Holders:      
1

Last Update:                       August 2025


	2.  JOB PURPOSE

	In conjunction with the Chief Executive and other Senior Leadership Team members, the role of Director is to provide vision and inspirational strategic leadership across their core functions. To be responsible and accountable for the operations/ corporate strategy which includes various service delivery functions within the Hospice Strategic Plan.
One of THREE Director posts at ACCORD Hospice this is a pivotal Senior position supporting the CEO and will be expected to function as Deputy CEO as required. The post holder will be the principal point of contact for Companies House, the Office of the Scottish Charity Regulator, the pensions Regulator, Her Majesty’s Revenue and Customs and External Auditor duties relating to Company Secretary.

Organisationally, the post holder will be accountable for the development, implementation, monitoring and compliance of all systems, policies and procedures relating to Finance, Organisational & People Development within HR, Administration, Facilities, Estates, Compliance, IT, and Health and Safety ensuring that the hospice is fit for purpose and meets all relevant legislation and standards.

Provide sound business advice and information to Chief Executive, Trustees, and other leadership team members on financial matters in order to effectively achieve the corporate vision and agreed strategic plans. 

The post holder will be required to work collaboratively to ensure the successful delivery of the hospice strategic plan and priorities. This will involve leading on identified key change initiatives. 


	3. DIMENSIONS

	The Hospice currently has annual income and expenditure budgets of around £4.5 million. 

The Chief Executive has the following direct reports:
· Head of Care and Support

· Director of Corporate Services
· Strategic Lead for Income and Partnerships
The Director of Corporate Services has 1 current direct line report and a team of approximately 7 staff and is responsible for ensuring that service performance maintains or exceeds the required standards of good governance.
Directly accountable for service performance, quality, safety, recruitment, appraisal and continuing professional development of all aspects of governance within their team. Also carrying a shared corporate responsibility with CEO for the Hospices financial governance and is accountable to the Treasurer and other Trustees in this regard.
As part of the Senior Leadership team (consisting of 4 senior leaders) 



	4.   Organisational Chart
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	5. ROLE OF ORGANISATION/FUNCTION

	The ACCORD Hospice envisions a community where access to specialist palliative care services and support is available equitably throughout the community.

The ACCORD Hospice is a specialist resource for those individuals receiving palliative care, who have particularly complex needs that cannot be fully met in their usual place of care. The Hospice strives to meet physical, emotional, social, and spiritual needs providing the highest standard of patient centred Specialist Palliative Care possible while ensuring choice, dignity and self-esteem and an enhanced quality of life and engages with family and friends offering them support and bereavement counselling. 

The Director of Corporate Services function is responsible for:

· Financial governance delivering efficient and well controlled financial operations.
· Communicating the value of the Hospice both locally and nationally to raise awareness and promote services and as a leading provider of Specialist Palliative Care



	6.  KEY RESULT AREAS

	Strategic Planning:   

In close collaboration with other senior leaders and the Chief Executive develop an integrated approach to the Hospice’s vision, values and strategic objectives by working in partnership with IJB Members, NHS, Council, customers and colleagues (internal and external where appropriate) to develop services that place patient needs at the centre of all decision making.
The following specific responsibilities are essential:  

· Collaborate with the Chief Executive and colleagues regarding the development of service provision and modifications to service level agreements and the Hospice Strategic Plan. Provide a high-level contribution to national and regional workgroups and sit on strategic planning forums to develop and drive the Hospice agenda, exemplifying best practice in all support services in leading the delivery of our strategic plan.
· Lead on the provision of all relevant financial plans, systems, and reports to offer timeously presentation to inform and advise the Hospice Board and its sub committees and that all relevant financial returns or reports are submitted as required. 
· Lead on striving towards to a flexible, agile, and learning organisation, taking responsibility for ensuring compliance with all O&PD policies and procedures, and that performance development is understood and practised effectively through the PDP framework. 

In particular: 

· Offer professional insight and knowledge across the organisation that contributes to financial understanding and integrity across every aspect of Hospice service.
· Provide effective leadership in developing and planning the delivery of the services provided by the Finance team, taking the initiative and accepting responsibility for ensuring that these are designed and delivered to reflect local needs and expectations, that there is a corporate approach to service provision, and that effective outcomes are achieved. 

· Leading effective financial planning, management, monitoring, and reporting arrangements to ensure the hospice maintains financial balance whilst meeting all accounting and audit requirements. 
· Drive delivery of transformational change programmes and projects to contribute to the delivery of financial balance and service transformation and modernisation.
· Lead on effective succession planning ensuring that the Organisation has structure to support talent management, growth, and development both internally and with external stakeholders through rotational and secondment opportunities.
In addition: 

· Promote change and innovation in accordance with the Hospice’s vision, direction, core values, and corporate goals, leading the development of new ways of working to support continuous improvement. 

· Use resources appropriately to achieve best value results for the organisation and the wider community, keeping an appropriate balance between cost, quality, and price. 

· Develop plans and continually review performance, striving to improve the quality and efficiency of the Hospice. 

· Advising the Chief Executive of actions to be taken to take account of any new legislation  

· Ensure that sound management and governance of the Hospice’s financial resources is in place through line management of the Finance and Support Services Manager. 
· Develop close joint working relationships with NHS GG&C and Renfrewshire Integrated Joint Board. Collaboratively work with departments/services of the Hospice regarding the development of service provision and modifications to service level agreements. 

· Develop a financial plan and oversee the People Strategy consistent with the wider Hospice Strategic Plan
· Support the implementation and delivery of other programmes and ensure progress is reported to Finance and Governance Committee
· Lead substantial programmes of work, identifying resources and restraints, overseeing timely implementation of project objectives, and adjusting plans accordingly to ensure quality improvement is embedded into the organisation.
· Be an ambassador for the Hospice, both internally and externally, demonstrating an ability to work collaboratively, and communicate effectively ensuring there is equality, consistency, fairness, and integrity throughout the Hospice functions, taking appropriate actions when necessary.

· Analysing changes to operating environments; social, technological, economic, ethical, political, legal, and environmental and advise on their impact and the Hospice response. Using the expertise of relevant staff within the team to ensure all reporting and annual returns are timeously submitted and demonstrate the organisation’s compliance with relevant legislation, standards, and guidance. 
Service delivery:   

Ensuring appropriate arrangements are in place throughout the Hospice for delivery of the following activities:   

· Providing financial information, advice and support to the Senior Leadership Team (SLT), Committee members and the Hospice Board as set out in the Scheme of Delegation 

· Provide financial monitoring information and advice to OLT, Heads of Service and budget managers. 

· Providing financial advice, support and scrutiny for projects and programmes. 

· Provide direction and advice on transformational change and business sustainability - driving efficiencies and transformation projects and programmes. 

· Reviewing, analysing, and making recommendations on funding and strategic financial issues affecting the Hospice. 

· Leading and developing medium and longer-term financial planning with Head of Finance.
· Monitoring and reporting on the overall financial position and performance of the Hospice including reserves and balances sheet. 

· Financial Risk Management 

Budget management: 

Have overall responsibility for the budgets within the remit of this post, taking account as appropriate of the Hospice’s scheme of delegation. Function as budget holder, responsible for forecasting, preparing, monitoring, and controlling assigned budget, reviewing actual expenditure against budget, taking corrective action where appropriate, and reporting as required. 
Staff Management:   

Undertake duties in relation to all staffing matters in accordance with Hospice policy and procedures, ensuring that employees are kept well informed about core values, corporate objectives and priorities and matters that impact on their employment and the service they provide. 
Function as line manager for any direct reports within the Hospice. 

Ensure resourcing levels are appropriate at all times, within budget constraints, and that capability / skills levels are maintained and developed as appropriate to meet workforce and succession planning requirements, participating in recruitment programmes when required to ensure competent employees are recruited. 
Performance Management:   

Develop, implement, and maintain appropriate performance management reporting systems as a means of managing and monitoring financial and sustainability performance of the Hospice, to ensure standards are maintained, improvements developed, and issues addressed in a timely manner, and in particular: 

· Ensure all sections / teams within the Hospice comply with appropriate performance standards and performance management / reporting requirements, and that a consistent approach is demonstrated across all teams / offices in relation to financial procedures and budget management. 
· Ensure that appropriate quality, performance, and bench marking criteria are used or developed, and applied, in respect to Best Value and Continuous Improvement. 
· Publish, monitor, and set plans to achieve key performance targets. 

· Ensure that all appropriate mechanisms are in place for achieving continuous improvement in the finance and sustainability performance of the Hospice, responding positively to statutory, and other external and internal requirements. 

Health & Safety: 
Manage compliance with Health and Safety legislation across the organisation, overseeing governance of all relevant safety procedures. Ensure that all workplace risks are assessed, suitable control measure is in place and that these are communicated to the workforce. Oversee compliance with Hospice Health & safety policies and procedures.



	a.
EQUIPMENT AND MACHINERY

	Computer Hardware

Personal Computer, laptops, monitor, printer, scanner

Office equipment

Photocopiers, telephone, audiovisual aids, fax, franking, shredding & audio transcribing machines. 

Software

Microsoft Office (Word, Access, Excel, PowerPoint, Outlook) Internet, opera, sage, raisers edge, vantage, bright HR, Power BI
Utilities

Telephones/mobile phones, Projectors, microphones, audio visual equipment



	7b. SYSTEMS  

	Organisational responsibility for the development, implementation, and management of all paper and computerised financial systems across all departments within the ACCORD Hospice.

KSF development and PDR for line reports
Risk Register

Health and Safety Control System

HR Systems

Hospice Policies and Procedures
Finance System

Vantage



	8.  ASSIGNMENT AND REVIEW OF WORK

	The post holder reports verbally and in writing to the CEO, Chair of the Board of Trustees and Hospice Trustees (Non-Executive Directors) through Board meetings and standing committees.

Work is self-generated through professional knowledge to recognise the multi-dimensional needs of the service in line with the strategic plan and legislation. 

The post holder requires to plan for and respond to the operational needs of the service and to undertake work assigned by the CEO.
Review of work is undertaken through the agreement of performance objectives by the post holder and the CEO as per the PDR policy.


	9.  DECISIONS AND JUDGEMENTS

	The post holder has organisational responsibility for working to and interpreting OSCR policy, procedures, guidelines, and financial legislation in order to meet the requirements of the Charities and Trustee Investment (Scotland) Act 2005.

The post holder works with the CEO and other members of the leadership team to develop and implement the Hospice strategy and associated business plan.

All financial aspects of Service Level Agreements will be negotiated and agreed directly by the postholder operating within the Financial Strategy of the Hospice. This will require financial pressures, service changes, and service developments to be anticipated and resolved and the achievement of best value to be assessed.

The post holder is responsible on a day-to-day basis for making judgements and taking decisions on complex issues relating to strategic planning, financial management, contracts, and procurement.

The post holder deputises in the absence of the CEO, a responsibility delegated by CEO or Trustees and shared with the Strategic Lead for Income and Partnerships as required.as required. .

	10.  MOST CHALLENGING / DIFFICULT PARTS OF THE JOB

	· As a lead member of staff with responsibility for the job holder is constantly prioritising and re-prioritising the working day to respond to a variety of operational and strategic demands.

· The management of complex and sometimes contentious change.

· Delivery of organisational objectives within approved budget in variable economic situations.

· To maintain an awareness and good working knowledge of changes in the political climate and policy environment to ensure that all financial planning work and advice is sensitive to and takes cognisance of these changes and all relevant governance and accounting requirements are met. 

· Managing the complexity of cross departmental working.

· Managing multiple projects and their conflicting priorities and demands on time.



	11.  COMMUNICATIONS AND RELATIONSHIPS 

	High level communication skills in order to implement complex and sometimes contentious change throughout a small but complex organisation. The post holder is required to ensure through effective communication, that all staff are aware of new procedures and change. The post holder is required to have a high level of negotiating, influencing and persuasive skills when dealing with all aspects of, commissioning, tendering, and contracting processes. 

Internal

· All Hospice staff and volunteers

· Patients, carers, and visitors

· Board of Trustees (Non-Executive Directors)

External 

· Scottish Hospice Finance Managers

· NHS GG&C directors & senior managers
· RHSCP
· Other charities e.g. Marie Curie Cancer Care, Macmillan

· Renfrewshire Council
· Healthcare Improvement Scotland and The Care Inspectorate
· Scottish Government Agencies E.g. Audit Scotland, Health Division

· OSCR 

· Companies House 

· Universities and colleges

· The business community of ACCORD
· General population across ACCORD
· Contractors

(note this list is not exhaustive)



	12.  PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB 

	Physical Skills
· Advanced keyboard skills requiring high degree of accuracy.
· Good working knowledge of computer software packages e.g. Microsoft Word, Excel
· Presentation skills, with the ability to use appropriate aids.
Physical Demands
· Sits, stands, and walks for varying periods throughout each day.
· Sits for long periods during protracted meetings.
· Inputting at a keyboard
Mental Demands
· Need for frequent intense concentration as part of the daily workload including chairing meetings. 
This takes the form of analysis of policy documents, finance reports, strategic and operational plans, attendance, and contribution to meetings.
· Frequent requirement for mental agility to understand and evaluate multiple scenarios and potential.
outcomes especially when dealing with complex multi-faceted aspects of service and business development.
Emotional Demands
· Regular direct exposure to the personal and professional concerns of staff and volunteers which need to be managed in a sensitive and confidential manner.

· Occasional exposure to highly distressing and emotional circumstances due to the nature of the organisation.
Working Conditions
· Frequently being interrupted by telephone, email, staff, volunteers, members of the public. 


	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	Educated to degree level or equivalent, a financial qualification or master’s level study in Business is desirable with extensive post qualification experience in a senior position within a similarly sized organisation. The postholder must meet requirements for continuing professional education and agree a programme for personal development. 

Charity or Third sector experience is desirable.

The post requires expert knowledge of business case production and financial analysis. This should be underpinned with detailed practical knowledge, skills and experience in management accounting and reporting.

Ability to provide effective credible communication and an ability to operate effectively under pressure. This will include the ability to present and convey professional financial advice and expertise to audiences who may be from a non-finance and/or non-healthcare background.

Previous experience and knowledge of identifying, developing, and maximising a varied portfolio of business, statutory and voluntary income streams ensuring sustainability.

Ability to develop and maintain effective, positive relationships with key partners and partner organisations, providing a positive role model for partnership working within the Hospice.
Personal Qualities: -
· Demonstrate resilience and integrity and lead through challenging circumstances. 

· Actively promote and deliver equality of opportunity to employees, patients, and families. 
· Foster good and effective partnership arrangements with a range of partners. 
· Value others by delegating responsibility and demonstrating trust within agreed boundaries. 
· Create a culture where innovation and managed risk taking are encouraged. 
· Advanced negotiating skills over a wide range of issues. 

· Advanced conflict management skills. 

· Articulate and perceptive. 

· Acts with calmness and resilience under pressure and responds positively to challenge. 

· Self-disciplined and able to work to strict deadline. 

· Being Accountable. 

· Achieving Results.



	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:
	Date:

Date:




Chief Executive Officer





Director of Corporate Services





Strategic Lead for Income and Partnerships





Head of Care and Support





Finance and Support Services Manager.








