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ADULT SOCIAL SERVICES AND COMMISSIONING
JOB DESCRIPTION

POST TITLE:

Financial Transactions Team Lead
GRADE:


Band 7
RESPONSIBLE TO:
Financial Assessments Team Manager
RESPONSIBLE FOR:
Transaction Officers, Financial Support Officers, Financial Assessment Assistants and other designated staff.
Overall Objectives of the Post:

To support the delivery of a comprehensive financial transactions service within Adult Social Care, ensuring that financial processes relating to provider payments, Direct Payments, income collection, debt recovery, reconciliations and financial assurance are completed accurately, efficiently and in accordance with Council policies and procedures.
To provide day-to-day supervision, technical support and guidance to Transaction Officers and other team members, ensuring work is completed to required quality standards and within agreed timescales and act as a lead for queries, investigations and escalations.
To undertake quality assurance activity, monitoring and reporting to support effective financial governance, accurate payments, income maximisation and the continuous improvement of financial processes.
Key Tasks of the Post:

1. Team Supervision, Operational Support and Service Delivery
· Provide day-to-day supervision, coaching and practical support to Transaction Officers, Financial Support Officers, Financial Assessment Assistants and other designated staff.

· Allocate, prioritise and monitor workloads to ensure service standards, performance targets and statutory or policy timescales are achieved.

· Undertake regular one-to-one meetings, contribute to performance reviews and support development plans, induction and training activity.

· Act as a first point of escalation for complex financial transaction enquiries, operational issues and service delivery concerns.

· Support the administration of provider payments, invoices, claims and related financial transactions, ensuring accurate and timely processing.

· Investigate and resolve complex provider payment queries, discrepancies and operational issues in liaison with providers, commissioning, finance and operational services.

· Support recruitment, induction, training and business continuity arrangements to maintain service resilience and effective day-to-day operations.

· Escalate significant risks, performance concerns or unresolved operational matters to the Team Manager in a timely and appropriate manner.
2. Financial Assurance, Direct Payments and Debt Recovery
· Oversee Direct Payment and prepaid card administration, ensuring processes are completed accurately, consistently and in line with Council procedures.

· Monitor Direct Payment audits, review findings and ensure reviews are completed within agreed timescales, identifying concerns, trends and financial risks.

· Support the recovery of unspent, inappropriate or excess Direct Payment funds and investigate unusual or irregular prepaid card activity.

· Undertake reconciliations of provider payments, Direct Payments, prepaid card accounts and other financial transactions.

· Review timesheets, care delivery information and supporting evidence to validate payments and confirm accuracy of financial records.

· Carry out quality assurance checks, identify discrepancies and take appropriate corrective action to maintain effective financial control.

· Support monitoring of Adult Social Care debt, review outstanding client accounts and identify cases requiring action or escalation.

· Support debt recovery, income maximisation and debt prevention activity through early intervention and liaison with Legal Services, Finance and operational colleagues.
3. Management Information, Systems and Continuous Improvement
· Produce regular performance, activity and financial monitoring reports to support effective operational oversight and decision-making.

· Analyse financial data to identify trends, risks, anomalies, service pressures and opportunities for improvement.

· Maintain accurate records, audit trails and performance information across relevant financial and case management systems.

· Support the Team Manager with management information, operational intelligence and assurance relating to financial transactions activity.

· Assist in the development of performance measures, reporting arrangements, procedures and guidance documents.

· Undertake data quality reviews and support improvements to financial information, reporting processes and system use.

· Contribute to testing, implementation and embedding of system developments, new functionality and process improvements.

· Ensure compliance with Council Financial Regulations, information governance requirements, relevant legislation and confidentiality standards, undertaking training as required.

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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