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CHILDREN, ADULTS AND HEALTH
JOB DESCRIPTION

POST TITLE:
Apprentice Financial Assessment Assistant

(Level 2 Supported Apprenticeship)
GRADE:


£4.55 per hour (for first 12 months)
RESPONSIBLE TO:
Financial Assessments & Client Accounts Manager or delegated supervisor 
RESPONSIBLE FOR:
N/A
Overall Objectives of the Post:

As a Level 2 Apprentice Financial Assessment Assistant you will join the Financial Assessment Team and support officers in the delivery of their functions and will assist with the day to day support within the team.

During the 21 months of your apprenticeship you will comply with our Moving Forward Together; our Values, our Behaviors, our Future statement, undergo relevant training and gain experience in the role of Apprentice Learning and Development Assistant.  
Key Duties:

· Provide general administrative support to the Financial Assessment Officers.
· Issue forms and monitor return. 

· Postal duties, including recording, scanning and distribution.
· Deal with general enquiries from the public and social workers in relation to the financial assessment process.
· Complete basic financial assessments and reassessments.
· Action information received from various internal and external sources in order to maintain accurate records.
· Produce invoices to clients for service received and respond to general enquiries about charges following invoices being issued.
· Monitor payments received.
· Assist the team to administer and safeguard finances of Adult Social Care clients who are unable to do so themselves.  This will be with reference to the principles of the Mental Capacity Act 2005.
· Through discussions on relevant developments in your work have a commitment to actively participate in regular reflective supervision.
· Contribute to the ongoing improvement and development of the Financial Assessments team.
Information Resources

· Document personal information as appropriate entering and retrieving information via the electronic systems as permitted by your role.
· Receive personal, sensitive and contentious information.
· To ensure that person confidentially is maintained at all times and that you do not access any records, either electronically or paper based which you do not need during the course of your work.
Freedom to act
· To work under the direction and accountability of the Financial Assessment Manager or delegated supervisor being personally responsible for own actions.
· Adhere to all local authority policies and procedures and report / escalate where actions are needed.
· Use own initiative to solve and manage issues as they arise, escalating to senior staff for support and guidance when unable to resolve.
· Required to comply with all relevant national and local statutory and mandatory requirements including health and safety.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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Integrity improving lives
We will be open, transparent and We will support people to be
do the right thing, whatever independent, safe and well and
the circumstances connected to their community
Working together Excellence
We will work in partnership, enabling We will strive for continuous
people to have real choice and ensure improvement

their voice is heard

O

Valuing people Compassion and Respect

We will respect everyone and We will listen with humility
appreciate their diversity and kindness





[image: image3.jpg]Our Values; Our Behaviours; Our Future

Our Moving Forward Together Values and Behaviour Framework sets out our expectations around the way we will work
within Adults and Integrated Care within South Tyneside, right from our leadership to our frontline practitioners.
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integrity Working Valuing
Together People
improving Compassion Excellence
Lives & Respect
CURIOSITY: Together we will encourage curiosity and exploration

ACCOUNTABLE:  Together we will do what we say
RESPONSIVE: Together we will be responsive, agile and resilient

EMPOWERED: Together we will empower each other to be the best we can be
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