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	Job title
	Business Development Officer – Direct Payments

	Salary, Grade and SCP

	£34,811 to £37,563, Grade 6 (SCP 22 - 25)

	Service/Team

	Adult Services Directorate / Business Development Team

	Responsible to
	Business Manager Direct Payments Team 

	Responsible for staff/equipment 
	None

	Main purpose of job 
	To work with and support colleagues in Adult services, the Direct Payment team and wider Business development team in implementing,  
· The Direct Payment Service on behalf of Adult Social Care
· Supporting customers and colleagues with Direct Payment queries including payments, HMRC and validations 

Responsible for supporting the planning, development, improvement and implementation of Direct Payments that includes performance, improvement and quality assurance functions.

In addition, the post holder will support 
· Data collection, data analysis, performance monitoring and reporting, service reviews, benchmarking, inspection and assessment, organisational strategy, service planning, consultation and research and needs analysis.
· Service development and business improvement activity with our colleagues in the Customer Enabling Service (CES) who provide a business support function for Direct Payments. 
· Contribute quality assurance information that will inform the contract management process.



	Key responsibilities 
	To support the development and production of Direct Payments information and performance reports for services across the Adult Services Directorate.
To provide a high level of customer service to Direct Payment recipients, their carer’s and families. Ensuring that all queries are managed effectively in a timely way
To provide information and/or advice and guidance to colleagues within the adult services.
To support in the development, implementation and maintenance of information systems.
To deal with and solve problems which can be both straightforward or varied and which may require the communication with team or other service areas. 
To make decisions independently when dealing with problems and queries and escalate to line management when necessary.
To communicate verbally or in writing to internal and external customers on direct payments, data quality and intelligence issues.
To establish excellent relationships with customers across the Directorate and Council and with partners including health and commissioned providers across the city.
To assess and/or anticipate customer needs to understand and assess their service requirement.
To influence and persuade others to adopt particular ways of working, in order to improve service delivery, transformation activity, data quality and performance improvement.
To plan and organise own work, to ensure the work programme delivers the Directorate and Organisations strategic priorities and service improvement on an ongoing basis.

	Key tasks 





	To support the day-to-day operation of the Direct Payments Team, working collaboratively with customers, carers, council colleagues, and external partners to ensure effective and efficient service delivery

To support the production of regular management information and data quality reports including financial reconciliation.
To support the completion and submission of statutory returns.
To extract, analyse and interpret data from different sources to identify and assess relevant progress and ensure provision of the most appropriate and compliant outcomes.
To support the system administration of the social care finance system.
To support the development of plans and/or strategies.
To ensure regular data quality reports are produced and issues are addressed.
To support the implementation of new technology and processes.
To support team members by providing knowledge and experience of own specialism.
To ensure information is accurate to meet internal and external targets and monitoring requirements and preparing documentation and information.
To assist the team to ensure all work is delivered within designated timeframes.
To maintain focus on tasks, even in challenging circumstances and effectively manage deadlines.

	Other duties/specific policies e.g. DBS

	The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Council.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council




Catherine Dinning & Paul Mulholland 
July 2026 
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