
Job Description                                                          
	Post Title

	Assistant Corporate Fraud Investigator

	Job Evaluation

	N10843

	Grade

	5

	Service

	Resources

	Service Area

	Internal Audit and Corporate Fraud

	Reporting to

	The post holder will be accountable to the Principal Corporate Fraud Investigator.

	Location

	Your normal place of work will be Corten House , Durham but you may be required to work at any Council workplace within County Durham.

	Disclosure and Barring Service (DBS)

	This post is subject to a Basic Disclosure.

	Flexitime

	This post is eligible for flexitime

	Politically restricted

	This post is not designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role

Responsible for assisting the Corporate Fraud Team in the prevention, detection and investigation of possible fraud and corruption, delivered in accordance with the council’s Counter Fraud & Corruption Strategy.

To assist in ensuring the Corporate Fraud Team performance is maintained and providing excellence to customers both internal and external.

To assist the delivery of the Corporate Fraud plans with the aim of achieving continuous improvement in line with service and corporate objectives.

Duties and Responsibilities

Listed below are the responsibilities this role will be primarily responsible for:

· To maintain a good working knowledge of fraud legislation and practices.

· To log and process new referrals into the team, making decisions in line with the case retention policy on whether a case is suitable for investigation. 

· To investigate non complex fraud and similar crimes  across the authority, in accordance with relevant legislation and procedures and ensuring relevant personal subject knowledge is at a high level and actively maintained.

· Assist the Counter Fraud Investigators ininterviews and visits regarding potentially fraudulent and irregular activity in accordance with the council’s fraud strategies and appropriate legislation.

· Take telephone calls from the general public reporting fraud and similar crimes to the council. 

· Responding to time sensitive queries from the Police and other government departments. 

· Contribute to the achievement of local and national performance indicators.

· With the support from a senior officer, to prepare and maintain case files, risk assessments, enquiry justifications, notebooks, reports, statements, transcripts of IUC’s and other documentary evidence to support prosecutions and/or other administrative action resulting from investigations, with due compliance to the Criminal Procedures and Investigations Act 1996.

· With the support from a Corporate Fraud Investigator, to carry out where applicable, surveillance in accordance with the Regulation of Investigatory Powers Act 2000 and associated Codes of Practice.

· To maintain accurate administrative records where required with all aspects of anti-fraud, gathering witness statements and preparing case files to a criminal standard. 

· To support the Corporate Fraud Investigators in  joint investigations with other external agencies in line with joint working agreements.

· Assist pro-active pieces of corporate fraud work and investigate non -complex individual cases where suspected fraud is identified.

· To respond quickly to all enquiries, maintaining accurate records in accordance to the Data Protection Act and related regulations.

· Assist with the client relationships for specific service and/or specialist areas, including assisting the management of external contracts and invoicing for the corporate fraud team.

· Assist on the development and maintenance of Corporate Fraud Teams data warehouse, ensuring accurate data is uploaded each month from other service areas.

· Establish and maintain effective liaison with other councils, stakeholders, partners and other internal service groupings and external bodies on related matters. 

· To be aware of and meet performance and targets as set out in the Service Plan and Fraud Action Plans.

· To assist in ensuring that the service develops and improves and reacts to changes in legislation and best practice.

· To assist in the prevention of fraud by identifying areas of weakness and assisting in promoting an anti-fraud culture, whilst working closely with Internal Audit colleagues to identify potential control weaknesses in Council systems.

· To assist in the management of fraud work, with a view to ensuring all activities are undertaken to a high standard in line with best practice, legislation, guidance and council policy.

· To assist with the investigations from the National Fraud Initiative.

· To assist the Corporate Fraud Investigators and Principal Corporate Fraud Investigator with workloads as deemed appropriate to the grade of the post.

· To assist the Service on new developments and initiatives.

· Be required to work out of the County area and unsociable hours, should a situation dictate



Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

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 your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	Qualifications






	
· NVQ level 3 or equivalent. 

	
· Fraud Investigation Qualification or commitment to work towards a Qualification.

	Experience






	
· Experience of interpreting, understanding and complying with legislation, policy, proceedures and guidence in order to give effective advice. Experience of meeting multiple deadlines and managing own workload. 
· Experience of working effectively with collegues and customers in a professional manner.
· Experience of using Microsoft applications such as Word and Excel. 

	
· Experience of working in a local government counter fraud or audit environment.

	Skills and Knowledge 






	
· Excellent written, numeracy and oral communication skills.
· Ability to work accurately under pressure, being adaptable, committed and motivated in approach. 
· Flexible approach to work with excellent prioritisation skills and the ability to meet fixed, non negotiable deadlines and maintain high quality standards. 
· Good interpersonal and communication skills, both orally and in writing, in order to communicate with a range of customers and colleagues. 
· Ability to analyse varied data and draw reasonable conclusions. 
· Ability to deal with difficult situations and conflict management.
· Ability to maintain confidentiality
	
· Awareness of investigative processes and related legislation and codes of practice. . 


	Personal Qualities






	
· Self-motivated.
· Innovative and flexible.
· Enthusiastic.
· Positive attitude towards change.
· Team player
· Trustworthy.
· Clean, tidy appearance and reliable.
· May be required to work outside of normal office hours.
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