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ADULT SOCIAL SERVICES AND COMMISSIONING
PERSON SPECIFICATION

POST TITLE:

Financial Assessment Officer

GRADE:


Band 5
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Educated to or working towards BTEC/ONC level or equivalent in a public administration, business studies or finance related subject


	· Sound general education including GCSE Maths and English grade A-C (or equivalent)
	· Application form

· Certificates

	Work Experience


	· Experience of charging for social care services or welfare benefits

· Good working knowledge of case management systems and management information systems
· Experience of working in a busy office environment
· Experience of dealing with customers face to face and on the telephone in sensitive situations

	· Relevant experience of working in a finance related area.


	· Application form
· Interview

· References

	Knowledge/

Skills/

Aptitudes


	· Excellent written and verbal communication skills
· Good IT skills including MS Office applications including Word and Excel.  Confident in the use of web based applications
· Good organisational skills with the ability to work accurately under pressure 


	· Supervisory skills


	· Interview

· References


	Disposition


	· Able to work as part of a team 

· Flexible approach to work

· Commitment to continuous personal and professional development

· Committed to the principles of equal opportunities and able to recognise differing needs

	
	· Interview

· References

	Circumstances


	· Full current driving licence or access to a means of mobility
· Enhanced Disclosure from the Disclosure and Barring Service


	
	· Application form
· DBS check
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