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ADULT SOCIAL SERVICES AND COMMISSIONING
JOB DESCRIPTION

POST TITLE:

Payments Support Officer    


GRADE:


Band 5
RESPONSIBLE TO:
Financial Assessments Team Manager
Overall Objectives of the Post:

Adult Social Services and Commissioning are keen to support the development of new ways of working and improvement solutions which will improve outcomes for the people of South Tyneside to Live Better Lives.    

The postholder will work closely with the Financial Assessments Team Manager and the Financial Assessments Team to undertake a broad range of duties to support the Adults Transformation Programme in respect of the Health & Care Bill reforms, payments to and queries from provides.
Key Tasks of the Post:

· Support the Financial Assessments Team Manager with all aspects of tasks across the service to ensure the successful delivery of the Adults Transformation Programme.

· Communicate with internal colleagues to understand the needs of the Adults Change programme and the service, in respect of the collection and production of financial data. 
· To support with the Health and Social Care White Paper reforms and ensure South Tyneside Council are ready to meet these changes.

· Liaise with providers and internal colleagues to accurately and satisfactorily resolve Care plan and payment queries within Provider Portal on a timely basis.
· Undertake checks on variations between planned to actual delivered care and produce payment reports within Provider Portal.
· Produce payments to providers based on actual delivered care data via Provider Portal and ContrOCC.
· Maintain accurate financial records in accordance with Council policy.
· Link with care management to make financial decisions in the best interest of the person.
· Work across professional boundaries to build strong relationships, ensuring clear and effective channels of communication are developed and maintained with colleagues and other stakeholders from a wide variety of partner organisations.
· Maintain administrative and information resources appropriate to your role.
You will ensure that all data and information is managed securely and in line with all internal and external requirements. You will

· Ensure that data privacy and information security are the primary consideration in all digital and ICT projects and service delivery.

· Ensure that there is full compliance with the General Data Protection Regulations (GDPR), all other relevant legislation and compliance standards, and internal policies and procedures. 

All employees have a responsibility to undertake training and development as required; assisting, 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; 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.

Reference:  
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