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ADULT SOCIAL SERVICES AND COMMISSIONING
JOB DESCRIPTION

POST TITLE:

Financial Transactions Assistant
GRADE:


Band 5
RESPONSIBLE TO:
Financial Transactions Team Leader 
RESPONSIBLE FOR:
N/A
Overall Objectives of the Post:

To undertake a range of financial transaction activities within Adult Social Services & Commissioning, ensuring provider payments, Direct Payments, reconciliations, debt recovery and related financial processes are administered accurately, efficiently and in accordance with Council policies and procedures.
To provide clear advice and support to providers, colleagues and people who draw on care and support services in relation to financial transactions and payment processes.
To support financial monitoring, quality assurance and audit activity through accurate record keeping, investigation of discrepancies and production of management information.
Key Tasks of the Post:

1. You will administer provider payment processes. This includes:
· Ensuring provider payments are completed accurately and within required timescales.
· Reviewing provider invoices, payment schedules and supporting documentation.
· Investigating and resolving provider payment queries, discrepancies and invoice disputes.
· Liaising with providers, operational teams, commissioning and finance colleagues to support the prompt resolution of issues.
· Maintaining complete and accurate payment records relating to commissioned services.
2. You will support Direct Payments and prepaid card arrangements. This includes:
· Administering Direct Payments and prepaid card arrangements in accordance with agreed procedures.
· Undertaking routine Direct Payment monitoring and audit activity.
· Reviewing expenditure records and supporting evidence to ensure funds are used in line with agreed arrangements.
· Identifying irregular transactions, unspent balances or compliance concerns and escalating these in line with agreed procedures.
· Maintaining clear audit trails and accurate financial records.
3 You will undertake financial reconciliation and assurance activity. This includes:
· Completing reconciliations relating to provider payments, Direct Payments, prepaid cards and client accounts.
· Checking timesheets, service delivery records and supporting financial documentation.
· Investigating variances and discrepancies, taking appropriate action or escalating matters where required.
· Undertaking quality assurance checks to support accurate financial processing.
· Contributing to audit activity, financial reviews and improvements to financial controls.
4 You will support income collection and debt recovery activity. This includes:
· Contributing to the collection of Adult Social Care income and outstanding charges.
· Monitoring accounts and supporting debt recovery activity in accordance with Council procedures.
· Maintaining records of recovery activity, payment arrangements and follow-up action.
· Supporting the investigation of complex account queries and outstanding balances.
· Liaising with internal services and external organisations where required.
5 You will maintain information, reporting and systems activity. This includes:
· Producing reports, spreadsheets and management information relating to financial activity.
· Maintaining accurate records and information across financial and case management systems.
· Supporting data quality checks and identifying inaccuracies for correction.
· Assisting with system testing, process improvements and implementation of new procedures.
· Contributing to business process improvements that improve efficiency and strengthen financial control.
6 You will undertake general duties relevant to the role. This includes:
· Maintaining up-to-date knowledge of relevant legislation, guidance and Council policies.
· Ensuring compliance with information governance, financial regulations and audit requirements.
· Maintaining confidentiality and the secure handling of financial information.
· Undertaking any other duties commensurate with the grade of the post.
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. 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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