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ADULT SOCIAL CARE AND COMMISSIONING
JOB DESCRIPTION

POST TITLE:

Financial Assessment Officer    


GRADE:


Band 5
RESPONSIBLE TO:
Team Manager – Financial Assessments Team
Overall Objectives of the Post:

To complete financial assessments to determine what a client will pay for service, thus maximising income to the directorate.  Collection of charges and debt recovery.
Key Tasks of the Post:

1.
You will be responsible for undertaking financial assessments to determine the clients’ contribution towards the cost of service in accordance with the Councils charging policy. You will:

· Advise clients / financial representative of processes and procedures regarding charging for care.
· Collate all financial information regarding income and expenditure.
· Advise on entitlement to welfare benefits.
· Calculation of charges and recording in collection system.
· Preparation of all documentation for monies loaned under the Deferred Payment Scheme.
· Monitor and implement debt recovery procedures as required.
2. You will 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.  You will:

· Make applications to the Court of Protection and the Department for Work and Pensions to be appointed to act on behalf of the client.
· Maximise income by claiming all benefits, discounts, exemptions and other income to which the person is entitled.
· Ensure the person receives monies for daily living expenses and bills are paid on time. 
· Manage, monitor and reconcile client bank account using an online banking system.
· Maintain accurate financial records in accordance with the Council’s audit policy.
· Prepare annual Deputy report for the Office of the Public Guardian.
· Act as a financial advocate on behalf of the person, maintaining effective links with the person themselves and any individuals and organisations involved with them.
· Link with care management to make financial decisions in the best interest of the person.
South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

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
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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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