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Job title: Business Development Officer -Direct Payments

[bookmark: _Hlk71881402]Note to applicant - You should pay particular attention to the essential criteria below and provide evidence of how you consider you meet them as part of your application. Failure to do so may mean that you will not be shortlisted. 

Each listed requirement will state how it will be assessed e.g. application form, interview, work-based test and certificate.

	Essential Criteria
	Method of Assessment

	Qualifications / 
Professional Registration/
Membership
	GCSE Maths and English or equivalent.

	Application Form

	Experience

	Experience of working within Social Care support environment.
	
Application Form/Interview

	
	Experience of working with Direct Payments in either an Adults or Children’s services capacity 
	Application Form/Interview

	
	Experience of working with performance and finance information.
	Application Form/Interview

	
	Experience of extracting, analysing and interpreting data and information.
	Application Form/Interview

	[bookmark: _Hlk92295067]Skills, Knowledge, Ability (including ability 
to develop knowledge,
 skill or experience)

	Able to effectively use a PC to prepare documents, record information or input data including Microsoft Office and Social Care case management and finance systems.
	Application Form

	
	Able to establish excellent relationships with customers across the Council, partners, external agencies and residents.
	Application Form/Interview

	
	Able to work on own initiative and as part of a team.
	Application Form/Interview

	
	Able to work at a fast pace and cope well with a higher level of workload and to demanding goals and targets.
	Application Form/Interview

	
	Able to communicate effectively to share and obtain information.
	Interview

	
	Listens to others to assess requirements in order to respond appropriately and efficiently.
	Interview

	
	Able to resolve queries independently. 
	Interview

	
	Able to provide advice and guidance on complex issues.
	Interview

	
	Able to support the maintenance and development of information system.
	Interview

	
	Ability to work outside of normal working hours to meet the needs of the service and meet the travel requirements of the role.
	Application Form

	Work Related Circumstances/
Values of the Council

	Commitment to Equal Opportunities.
	Application Form/Interview

	
	Compliance with health and safety rules, regulations, and legislation.
	Application Form

	
	Ability to comply with the Councils values of:
· We innovate.
· We enable.
· We respect. 

	Application Form/Interview



Catherine Dinning & Paul Mulholland
July 2026
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