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	Post Title
	Appointee & Deputyship Officer (Property and Financial Affairs) 

	JE Reference 
	W555
	Grade 
	E+
	SCP Range
	26 - 28


Reporting line:




Job Purpose:


To administer and safeguard finances and property in the best interest of clients who are unable to do so themselves, and to arrange Public Health funerals as required.
Relationships:

Accountable to:
Property and Financial Affairs Team Leader
Accountable for: 
N/A
General Contacts:
Social Care clients and their families/carers.  Social Care practitioners and team leaders
Key duties and responsibilities:

1. To provide a financial service for people who lack the capacity to deal with their own finances in accordance with the Mental Capacity Act 2005
2. To make applications to the Court of Protection, consistent with the Court’s Regulations and Practice Directions, for an appointment of a Property and Financial Affairs Deputy.

3. To make applications to the Department for Work and Pension for an appointment to act on behalf of a client in respect of the receipt and administration of welfare benefits. 
4. To make decisions in the best interest of clients lacking capacity, in accordance with the Mental Capacity Act 2005 and the MCA Code of Practice, and in accordance with the authority given in the Court order.
5. To liaise with clients as required by the Mental Capacity Act 2005, it’s Code of Practice, the Court of Protection, the Office of the Public Guardian or the Team Manager, to determine and agree the service user’s needs within the prescribed legislative framework.

6. To use the case management system to accurately record and maintain client information, produce letters and reports, and reconcile financial transactions.

7. To manage, monitor and reconcile client bank accounts, using an on-line banking system, in order to maximise their income, reduce debt and maintain sufficient funds for anticipated expenditure.

8. To ensure that clients invoices and bills are paid on time, and that the client receives monies for living expenses/personal allowance
9. To be responsible for claiming all benefits, discounts, allowances, exemptions and other income to which the client is entitled in a timely manner.
10. To complete tax returns and tax reconciliation statements on behalf of clients as required
11. To maintain financial records as required by the Office of the Public Guardian in accordance with the Council’s audit and accounting policies.
12. To complete the annual Office of the Public Guardian Deputyship Report, to include producing an income and expenditure account.
13. To act as financial advocate on behalf of the client, maintaining effective links with the client and the individuals or organisations involved with them. 
14. To be responsible for terminating and/or signing tenancy agreements, or selling a property when it is in the clients best interest to do so and in accordance with a court order
15. To arrange funerals in accordance with Section 46 of the Public Health (Control of Disease) Act 1984 as and when required.

16. To administer the estates of deceased clients as and when required, and refer deceased estates to the Treasury Solicitor where appropriate
17. To visit client properties to undertake Protection of Property duties in accordance with the Care Act 2014
18. To administer the Criminal Injuries Board Compensation Awards for Children in Care
19. To liaise with health and social care professionals, legal services, finance teams and auditors in matters related to client property and financial affairs, and provide advice on the referral process, the criteria, and action relating to the Court of Protection, the Office of the Public Guardian, DWP Appointeeship, protection of property and public health funerals.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy
6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

7. To ensure the highest standards of customer care are met at all times

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data
10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding
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	POST TITLE
	GRADE

	Appointee & Deputyship Officer (Property and Financial Affairs)
	E+


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Experience of working effectively as part of a team.
· Experience of using own initiative and prioritising own workload with minimum supervision

· General finance experience


	· Experience of working in welfare benefits
· Experience of making applications to the Courts and DWP
· Experience of working with vulnerable adults
	A, I

	SKILLS AND ABILITIES
	· Excellent written and verbal communication skills

· Good organisational skills with a proven ability to work under pressure and meet deadlines

· Proven ability to work effectively  on own initiative 
· Proven ability to deal effectively with complex or sensitive customer relations
· Ability to manage own caseload

· IT literate, proficient in MS Office applications, including Word and Excel, and confident using web based applications

· Good numeric skills with the ability to process, analyse and present data quickly and accurately.

· Ability to interpret complex regulations and explain/apply them rigorously and  accurately

	
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Sound general education including GCSE A-C (or equivalent) in Maths and English

· Knowledge of social care and underpinning legislation (for example the Care Act 2014 or the Mental Capacity Act 2005)
· Knowledge of the welfare benefit system
· Relevant business/professional qualification or evidence of skills demonstrably relevant to the requirements of the post. Understanding of the function of Appointees and Court of Protection Deputies
	· Education to Degree Standard or equivalent

	A, I, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement
· Full driving licence 
	· Evidence of own continuous personal and professional development


	A, I, C

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service user
	· Evidence of having completed training in  equality and diversity awareness
	A,I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification





Property and Financial Affairs Team Leader  





Property and Financial Affairs Officer  





N/A











this is Redcar & Cleveland

