
Role Profile


	Financial Protection Officer	
	Pay Band: 7



	Job Purpose:
	Contribute to a highly effective service within the Financial Protection Team, administrating appointeeships and acting in the role of deputy on behalf of service users. 


	What are you expected to do?
	

	· Provide a comprehensive service for service users in respect of appointeeship, acting in the role of deputy and protection of finance and property. 
· Liaise with service users, carers and external agencies and care providers as required.
· Ensure probity, cost effectiveness and compliance with the relevant adult social care financial practices and procedures.
· Maintain service user finances via the Authority’s banking system.
· Assist in the development, review and maintance of working documentation and information to the public, reflecting changes in procedure or legal changes.
· Assist in the provision of information as required by Members, other departments, the Council’s external auditors government departments and other agencies for both internal and external reporting purposes. 

What do you need to do it?

· Approximately 3 years’ experience in a financial environment
· 1 year’s experience in relating financial information to service users and colleagues from a non-financial background.
· Experience of co-ordinating and monitoring financial and administration systems and procedures.


What you need to be successful?

· Able to communicate clearly and effectively to a wide range of audiences, both verbally and in writing.
· Able to work under pressure, organise work and plan tasks to meet targets.
· Able to relate well with service users, their families and carers, being firm where appropriate. 
· IT literate, able to use Microsoft Office packages.
· Able to interpret figures with skill and understanding.
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