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ADULT SOCIAL SERVICES AND COMMISSIONING
PERSON SPECIFICATION

POST TITLE:
Financial Transactions Team Lead
GRADE:

Band 7 
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· NVQ Level 4, HNC, AAT Level 4 or equivalent qualification in Finance, Business Administration or related discipline or significant relevant experience within a financial transactions environment


	· ILM Level 4 or equivalent supervisory qualification

· Degree in relevant subject


	· Application form

· Certificates



	Work Experience


	•   Experience of working within a financial transactions, payments, income collection or finance administration environment

•   Experience of supervising or coordinating the work of others

•   Experience of payment processing and financial reconciliations and investigating and resolving complex financial queries

•   Experience of producing performance information and reports

•   Experience of debt recovery and income collection

•   Experience of working to deadlines within a busy operational environment

	· Significant Experience within Adult Social Care

· Experience of Direct Payments administration and audit processes

· Experience of prepaid card administration

· Experience of provider portal systems


	· Application form

· Interview

· References



	Knowledge/

Skills/

Aptitudes


	· Good knowledge of financial control and reconciliation processes

· Good understanding of financial governance and audit requirements

· Strong analytical and problem-solving skills.

· Excellent organisational skills and attention to detail and ability to prioritise workloads and coordinate the work of others

· Excellent written and verbal communication skills

· Strong interpersonal skills and ability to work with a wide range of stakeholders

· Good IT skills including Microsoft Excel and financial systems

· Ability to establish and maintain quality standards


	· Knowledge of The Care Act and Adult Social Care charging arrangements

· Knowledge of Direct Payment guidance and policy

· Knowledge of local government financial procedures
	· Interview
· References

· Assessment



	Disposition


	· Able to work independently and as part of a team

· Committed to high standards of customer care

· Flexible and adaptable approach to work

· Reliable and professional

· Ability to work under pressure and meet deadlines

· Committed to equality, diversity and inclusion

· Commitment to safeguarding vulnerable adults

	
	· Interview
· References

· Application


	Circumstances


	· Enhanced clearance from the Disclosure and Baring Service
· Ability to work flexibly to meet service requirements


	
	· DBS check

· Application form

· Interview




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.
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