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	Post Title
	Admin Assistant Income Recovery 

	Post Level
	

	Service Area
	HECS Wellbeing and Assessment

	Grade
	Grade 5

	Post Level Descriptor

	Post will be office based at any location identified by the Manager – Financial Assessment and Income Recovery.  Post offers flexi-time working


	Job Content

	The following list is typical of the duties that the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required.

· To assist in the organisation and provision of financial and administrative support relating to Financial Services of Adult Social Care.

· To be part of a small team providing financial and administrative information to service users and other professionals, both internal and external.  This includes:

· Responding to and answering queries in relation to charges for services;

· Raising accounts;

· Calculate complex calculations on a regular basis

· Ensuring that service providers are paid in a timely manner and updating appropriate management systems to monitor transactional data;

· Set up, monitoring and payments for ISF accounts.
· Invoice payments in respect of Direct Payment Managed Accounts;

· Liaison with Direct Payment Officer in respect of Direct Payment Management Accounts, where there are queries or concerns.

· Set up and monitor requisitions for provider based services, for example payments made IP or via Controcc.

· Research care plans with regards to CCG services and ensure compliance to the care plan is adhered to, ensuring the continuity of the service continues.

· Communication with Commissioning, Accountancy and Senior Managers on a regular basis.

· To assist with the implementation of specific projects and undertake research as requested by the Manager – Financial Assessment and Income Recovery.

· To undertake the management of manual and computerised record/info systems, including the analysis, ensuring deadlines are met. Audit of such accounts should take place as and when required.

· Handling and auditing of incoming and outgoing finances in accordance with financial regulations.  

The post holder may also be involved with one or more of the following - 
· Complete and submit monitoring forms, returns etc, including those to external bodies. 

· To undertake activities in relation to technical administrative procedures and provide advice and guidance on these to a range of service users, internal and external agencies. 


	Purpose of the Post

	To provide, support, advise, information and guidance to both internal and external customers with regards to the Income Recovery Team within Financial Services.

This includes the update and maintenance of management information systems, financial monitoring and transactions, monitoring timelines and undertaking research.

To ensure that all payments to service users and providers via Controcc and IP are made accurately and in a timely manner, encompassing all new, amended and ended ISF agreements. 

The post holder will be expected to communicate with colleagues, external agencies, service users and their families, in relation to contributions for services and Provider Services and answer queries in relation to charges and provider payments, both verbally and in writing. This may include providing a breakdown of information. 

The post holder will ensure compliance of care plans is adhered to and the continuity of the service is maintained with regards to financial payments. Monitor regularly throughout the year to ensure enough funds to pay invoices.


	Service Specific Tasks

	The post holder will need:

· Knowledge of the Council’s Policies and Procedures, inclusive of financial regulations
· Experience of analysing and providing financial information.  

· Ability to relate a range of different tasks that are regularly of a complex nature

· Knowledge and use of various ICT systems especially LAS, Controcc, Debtors, MS Office and IP.

· Precision and accuracy with regards to financial records, letters and spread sheets.

· Ability to manage own workload

· Update computer systems in a timely manner to enable deadlines for payments to providers to be met and income from customers to be recovered

· Research, communicate and liaise with providers and managers of all levels to ensure financial compliance and continuity of service

· Be the first point of contact to deal with queries, some of which will involve emotional and difficult situations

· Audit accounts as and when required

· Ability to manually retrieve payments and calculate regular complex calculations
The post holder will be expected to refer upwards:

· Issues that are likely to delay the payment of a service or the collection of income within financial services

· Issues that may delay the implementation of a project within the team
· Letters of complaint or issues which are likely to escalate into a complaint being made

The post holder will have:

· Ability to concentrate on complex calculations, both manual and electronic, and re calculate when additional information is received. This may be with regular interruptions and working to a deadline

· Ability to meet tight deadlines

· Ability to create complex spread sheets to record monitor and provide information to senior managers enabling set up on IP systems etc.

· A high level of care accuracy confidentiality and security is required whilst handling data

The post holder will be responsible for providing information and updating systems to enable payments, including invoices for Direct payments Managed Accounts, set up and closure of ISF’s. They will also be responsible to ensure that contributions are collected in a timely manner

The post holder will have no budget responsibilities. However the post holder will need to be able to calculate large sums and provide annual data to ensure the compliance of care plans and continuity of service. The post holder will provider managers with financial details to assist them with budget planning

The post holder may be asked to receive cash/cheques in relation to charges for services

The post holder will also be responsible to ensure that all transactional financial data is checked on a daily basis which provides a clear audit trail

The post holder will be required to carry out audits on service user accounts to ensure any underpayment is rectified and overpayments recovered

The post holder is responsible for the first stage of the weekly payment run

The post holder will occasionally be responsible for the homecare payment run

The post holder will be responsible for the CIS checks ensuring compliance with DWP regulations and procedures




	Person Specification

	Responsible To

	Manager Financial Assessment and  Income Recovery

	Responsible For

	The post has no supervisory responsibility, but does provide financial information to colleagues and partners


	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Effective communication skills, both written and verbal – change to: An ability to communicate and  liaise with service users, care management staff and external agencies and deal  sensitively and objectively in a professional manner 

· To be able to work effectively as part of a team

· Ability to analyse complex financial information and provide financial projections regarding payments

· Ability to deal with difficult and challenging situations

· Be flexible in approach to work situations

· Ability to demonstrate initiative and self-motivation

· Ability to confidently respond to both customers, internal departments and external agencies on behalf of the Council.  This may be either face to face/by telephone or in writing

· Experience of decision making.

· Experience of providing accurate information in a timely manner.

· Ability to work to deadlines and prioritise own workload.

· Experience of updating and maintaining management information systems.

· Experience of, and an ability to, make maximum use of software packages such as Excel and Word.
	· Experience of working within the area of health and social care

· Experience of the Local Authority’s financial systems, particularly Debtors

· Understanding of the Local Authority’s financial regulations and guidelines
· Knowledge of legislation around charging for services

	· Application form and interview

	Qualifications and Training
	· Education to GCSE Level or Equivalent in Maths and English at a minimum of Grade C
	· NVQ Level 3 or equivalent 


	· Application form and interview

	Experience
	· Experience of working in a busy office environment. 

· Experience of providing  good customer care

· Experience of working with service users and management at all levels

· Experience in using a wide variety of IT systems and MS Office
	· Assistance with producing procedures and related documentation. 

· Experience of Local Government financial systems.

· Assisting Managers with implementing change across the department. 


	· Application form and interview

	Special Requirements
	· Committed to implementing the Council’s equal opportunities policy and anti-discriminatory practice.

· Willingness to adapt to change. 

· Positive customer service skills with a friendly and flexible manner. 


	
	· Interview
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