
The Yorkshire & Humber Academic Health Science Network, Head of Corporate Services   

Salary Range: £50k pa plus benefits  

 
  

Applications are invited for the position of Head of Corporate Services   

  

The Yorkshire and Humber Academic Health Science Network is one of 15 Academic Health Science Networks 

(AHSNs) operating across England.   

  

The Yorkshire & Humber AHSN is responsible for adopting and spreading innovation through the NHS in the 

Yorkshire and Humber region and supporting health service providers to improve the efficiency and 

effectiveness of the services they provide. The Yorkshire & Humber AHSN are a company limited by guarantee 

and a membership organisation, currently with 48 members who pay collective annual membership fees.  

With an annual turnover of approximately £5m, employing 15 people, alongside a number of sub-contracts 

with service delivery organisations in place.   

  

Job summary:  

This is an exciting opportunity to join a dynamic senior management team.  The jobholder will be involved in 

developing strategy as this small business continues to grow.  

  

The role of Head of Corporate Services reports to the Managing Director and is part of the senior management 

team. The post is based at our central office in Wakefield, from where the job holder will be expected to work 

five days a week (37.5 hours). There is, however, the occasional requirement to attend meetings elsewhere 

in the country.  A team of four report to the Head of Corporate Services.  

  

Key responsibilities include;  

1. Attending senior management and Board meetings; participating in the positive management of the 

organisation;  

2. Day-to-day responsibility for the operational management of our Wakefield office and administration;  

3. Managing the internal bookkeeping processes, working alongside the Company’s Accountants to prepare 

annual, quarterly, monthly financial and management accounts; supporting the budgeting process.  

4. Managing sales and purchase ledgers, invoicing and bank accounts, including payments and receipts; 

liaising with the bank;  

5. Managing the information and communications contracts with the ICT provider, including on site liaison;  

6. Developing and managing the provision of HR function, including management of employee records;  



7. Managing the Company’s legal contracts with sub-contractors in liaison with the Company’s solicitors;  

8. Maintaining and managing adherence to health and safety policies, procedures, and quality control 

processes, ensuring compliance and adherence to legislation.   

  

Job requirements and experience  

Given the seniority of the role, the following skills, knowledge and experience are required:  

1. Well-developed social and leadership skills; ability to demonstrate strong practical, interpersonal skills, 

particularly in managing relationships with high profile partners and members internal and external to 

the Company;  

2. An accomplished manager with experience of managing a small team, with exceptional social skills and 

the ability to resolve issues that arise;  

3. Demonstrate experience managing significant contracts and sub-contracts and liaising with legal 

representatives;  

4. Experience of book keeping and accounting; producing financial and management accounts, using the 

Sage Accounting software package. Although the production of the account is outsourced, the post 

holder will need to be familiar with using Sage software, making and receiving payments; invoice 

management and liaising with banks. The post holder will be expected to run the budget management 

element of the annual planning process.  

5. Management of health and safety policy and procedure; audit and compliance, with experience of 

practical implementation;  

6. Ability to demonstrate experience in HR management, policy development, recruitment, management 

development, employee relation, performance appraisal.  

7. Advanced working knowledge of Microsoft Word, Outlook, Excel and PowerPoint.  

8. A first degree or equivalent experience in a Company of similar size to the AHSN.  

9. An understanding of NHS administration and management would be an advantage.   

  

Employment package  

1. Salary of £50k pa   

2. Working hours: 9am-5pm, Monday to Friday   

3. 25 days holiday plus bank holidays  

4. Personal pension contributions after 6 months working with the company  

  

  

  



  

Application process  

If you wish to apply for the role, please submit a cover letter and CV along with the job reference number to 

office@equalsone.co.uk . Deadline for submission is 11th October 2015. If you have not received a response 

by the 23rd October 2015, please assume you have been unsuccessful. For more information about the role, 

please contact Andrew Riley on 01924 664719.  

  

Job Reference: AR150811HCS1  


