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ADULT SOCIAL SERVICES AND COMMISSIONING

JOB DESCRIPTION

POST TITLE:


Team Manager – Financial Assessments and Client Accounts
MANAGER RESPONSIBLE TO:
Adult Social Care Business Manager
STAFF RESPONSIBLE FOR:
Financial Assessment and Client Accounts Team
Overall Objectives of the Post:

Manage and provide leadership to a team of staff, ensuring they provide the highest level of service and deliver an efficient and effective care charging and financial protection service within Adult Social Care.

The postholder is the authorised officer for Court of Protection property and financial affairs deputyships of South Tyneside Council.  As such, the postholder must apply the principles set out in section 1 of the Mental Capacity Act 2005 and have regard to the guidance in the Code of Practice.

Ensure financial and operational best practice in the delivery of financial protection functions, including DWP appointeeships, Court of Protection deputyships, and Public Health funerals.

Deliver the council's care charging policies ensuring that financial assessments, billing and debts raised are compliant with the Care Act 2014 statutory guidance and with council policies and procedures.

Ensure any changes in legislation, statutory guidance or welfare benefits are implemented in the care charging systems and procedures.
Oversee the collection of outstanding care charges, optimising collection rates and ensure compliance with relevant regulations and council policies.
Key Tasks of the Post:
1. Manage, supervise, mentor and appraise staff within the team to deliver the council's care charging policy, ensure billing cycles are processed on time, income maximised, and debts processed efficiently to comply with the council's financial regulations and government legislation.
2. Undertake the mentoring, training, and supporting of new staff. Including recruitment and induction of staff.

3. Create a performance-focused approach within the team, ensuring that appropriate work plans, appraisals, check-ins and staff development systems are in place to achieve the team's objectives.
4. Ensure staff within the section are aware of standards, expectations and timescales, and to establish clear lines of responsibility and accountability building trust, good morale and teamwork.
5. Ensure the team maintains their professional expertise and knowledge in legislation and regulations related to their areas of work and apply relevant changes to ensure systems and operations remain compliant, effective and efficient.

6. Ensure the team is aware and compliant with Health and Safety at Work guidelines, General Data Protection Regulation (GDPR) and other legal and corporate standards and guidelines.
7. Ensure that staff deliver an expert customer advice service on all aspects of care charging policy, including Deferred Payment arrangements, to residents, social care professionals, and other professionals such as solicitors and medical professionals. 
8. Develop and implement policies and procedures that align with the council’s values and ambitions.
9. Manage the provision of Court of Protection and Appointee services in respect of those who by means of mental incapacity are unable to deal with their own financial affairs and who do not have family or another representative to do so.

10. Act as primary administrator for Lloyds Commercial Banking Online system and oversee management of the prepaid card system.  

11. Monitor, control and improve care charging processes to meet the requirements of the service and the council and achieve efficiencies in process. Working cooperatively with purchasing teams ICT and financial systems teams.

12. Ensure people receiving care services contribute appropriately towards their costs in accordance with relevant legislation, statutory guidance and council policy.
13. Ensure decisions regarding potential deprivation cases are in line with statutory guidance, and legal opinion sought where appropriate and ensuring residents or their representatives are informed in writing of decisions.

14. Lead, manage and optimize the debt recovery function.  Develop, implement and continuously refine effective debt recovery strategies, ensuring compliance with all legal and regulatory requirements.

15. Provide witness statement documents for Legal Services and occasional attendance in court to give evidence when applicable.

16. Manage and resolve complex or escalated customer complaints and disputes related to debt recovery, ensuring fair and transparent outcomes. 
17. Investigate and respond to enquiries from senior management, elected members, and MPs.
18. Manage the complaints process for the team and respond proactively to complaints from residents, elected members, MPs and Ombudsman.
19. Provide information in response to Freedom of Information requests.

20. Effective liaison with internal audit and implement audit recommendations.
21. Responsible for supporting the implementation of IT systems to support and improve the service, in particular ensuring integration between the social care database and financial systems to deliver an efficient and effective care charging service.
22. Manage discrete projects as may be necessary.
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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