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	SERVICE: 


	Resources

	SERVICE GROUPING:


	Finance & HR Services




	1. 


	POST TITLE:
	Assistant Payments Income & Support Manager

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:



	Grade14
Job Evaluation ref no: N9438

  

	4. 
	LOCATION:
	Your normal place of work will be Green Lane,    Spennymoor. However you may be required to work at any council work place within Durham County.


5. RELEVANT TO THIS POST:

Flexible Working:
Subject to service needs the Council’s flexible working policy is applicable to this post.

DBS:
This post is subject to basic disclosure.

6. ORGANISATIONAL RELATIONSHIPS:
The post holder will be accountable to the Payments Income & Support Manager.

7. DESCRIPTION OF ROLE:
To provide a responsive, efficient and effective support to Assessment & Awards and Payments Income & Support Teams and Finance & HR Services.

To assist Finance & HR Services to achieve excellence in its services to its customers, both internal and external.

To assist the Payments Income & Support Manager in the planning, development and improvement of the Payments Income & Support and Assessment & Awards teams and Finance & HR Services to achieve continuous improvement in line with Councils objectives and Government direction.
To provide strategic direction, management, supervision and leadership to the Payments Income & Support team, providing technical support and direction to support decision making.
8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will primarily responsible for:

1. Assist in the strategic management and development of the Payment Income & Support team in accordance with Council Policies and Financial Regulations and responsible for the forward planning and co-ordination of all tasks.
2. Support the development and management of the Corporate Debt Management Policy and provide and efficient and effective collection, recovery and enforcement service in relation to all Council revenue including Council Tax, Business Rates and all aspects of Sundry Debt.
3. Take a lead contract management role including management of Enforcement/Bailiff contracts, cash collection, merchant acquirer and bill payment contracts.

4. Support the development and management of procure-to-pay, creditors, debtors and income management systems (including petty cash), policies and procedures including PCI and data security standards.
5. To lead in the provision financial support and service for service groupings and schools in relation to payments & expenditure and income & collection.
6. Support the management of payment to providers via core system interfaces including Social Services, Fleet Management, Libraries and Transport systems.

7. Support the development and management of technical and support service including management and development of IT systems underpinning the service seeking opportunities to improve the efficiency and effectiveness of the Payments Income & Support and Assessment & Awards teams, seeking to e-enable processes and promote self-service support the Customer First Strategy.
8. To lead on the development of training across both the Payments Income & Support and Assessment & Awards teams and supporting colleagues to develop training and support.

9. To lead quality assurance activities, monitor and report finding in relation to Housing Benefit, Council Tax, Council Tax Reduction and Business Rates.

10. To lead and manage all aspects of appeals process, including reconsideration, in relation to Housing Benefit, Council Tax and Council Tax Reduction including the preparation, submission and presentation of appeals at the Courts & Tribunal Service and at Valuation tribunal.
11. To manage an efficient and effective administrative/business support team including processing all post administration including receipting, scanning & referencing, processing staff allowances, processing mobile phone, ordering & receipting goods and co-ordination of all complaints, FOI & data requests to agree timescales.
12. To implement and promote a performance management culture & framework support the development and monitoring of service plans against targets and monitoring of budgets.

13. Ensure timely submission of government returns.

14. To represent the Payments Income & Support team and Finance & HR Services at meetings and developing effect networks with key stakeholders.
15. Maintaining a good working knowledge of all legislation procedures and working practises relating to Payments Income & Support and Assessment & Awards teams and the Council’s Polices & Financial Regulations.
16. To lead the management and monitoring of disciplinary matters, sickness absence and other human resource issues relating to Payments Income & Support staff.

17. To promote awareness and understanding of the Council’s aims, policies and procedures and be able to communicate to the staff how the service links to that vision. 

18. The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.
9.
COMMON DUTIES AND RESPONSIBILITIES:

9.1
Quality Assurance

To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)

To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)

To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.

9.8
Equality and Diversity

As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  This includes any information received via Public Service Networks and other Government departments including Dept for Work & Pensions, HM Revenue & Customs and Dept Communities and Local Government.  The Council has a Personal Information Security Policy in place.

Any member of staff found to have misused personal and/or confidential information will be subject to disciplinary action that may result in dismissal.
9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification

	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· Level 5 or equivalent

Or

· IRRV Full Professional Qualification/Diploma, AAT or CIPS
	· Management Qualification
	· Application form

· Selection Process

· Pre-employment checks

	Experience
	· Substantial experience of working in a Revenues, Benefits, accounts payable/purchasing or financial support/management  environment
· Proven ability to lead & manage a team

· Experience of supervising and directing staff
· Experience of dealing with internal and external customers
· Proven ability of working under pressure to prescribed deadlines

· Proven ability of introducing new systems or new ways of working
· Operating on line computer systems

	· Previous experience of supervising staff within Revenues/Benefits/financial support/management
	· Application form

· Selection Process

· Pre-employment checks

	Skills/knowledge
	· Detailed knowledge of Council Tax, Business Rates, Housing Rents, Sundry Debtors regulations and legislation, or

· the Care Act and social care recovery, or

· financial management regulations, or

· BACS regulations & PCI compliance, or
· insurance claims procedures

· Excellent ICT skills

· Highly numerate with an analytical approach, able to think laterally and solve problems

· Excellent interpersonal and communication skills

· Ability to produce detailed reports

· Ability to manage and prioritise own workload and ensure tasks are completed accurately and within the prescribed timescales
· Ability to supervise & direct staff to ensure tasks are completed accurately and within prescribed timescales
· Ability to work under pressure


	· Knowledge of Civica systems
· Knowledge of Oracle financial management systems

· Knowledge of social care systems
	· Application form

· Selection Process

· Pre-employment checks

	Personal Qualities
	· Highly motivated and enthusiastic and able to work individually or as part of a team

· Flexible approach to work

· Self-motivated

· Innovative

· Ability to take ownership and responsibility

· Caring, responsive and customers focused

· Willingness to undergo further training

· Access to car or means of mobility support (if driving then must have current valid driving licence and appropriate insurance)

· May be required to work outside of normal officer hours


	
	· Application form

· Selection Process

· Pre-employment checks
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