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ADULT SOCIAL SERVICES AND COMMISSIONING
PERSON SPECIFICATION

POST TITLE:
Payments Support Officer

GRADE:

Band 5
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Relevant qualification in Business/IT or equivalent relevant experience in Business/Finance/IT Information Systems role
	
	· Application form

· Certificates

	Work Experience


	· Experience of working in a Local Authority or Health setting
· Good working knowledge of case management systems and management information systems

· Experience of payments and accounting systems

· Experience of charging for social care services

· Experience of working in a busy office environment

· Experience of dealing with Providers / customers in sensitive situations
	· Relevant experience of working in a finance related area

· Experience of Adult Social Care

· Experience of working within a project environment and / or business experience


	· Application form

· Interview

· References

	Knowledge/

Skills/

Aptitudes


	· Excellent written and verbal communication skills
· Good IT skills including MS Office applications including Word and Excel.  Confident in the use of web-based applications
· Good organisational skills with the ability to work accurately under pressure 

· Knowledge and understanding of how services and or systems can be improved 
· Excellent problem-solving skills and the ability to apply creative thinking to find effective solutions 
· Excellent attention to detail and strong focus on accuracy

· Strong interpersonal and communications skills, both writing and verbal)


	
	· Interview

· References

	Disposition


	· Highly motivated towards cultural change and working for South Tyneside Council

· Committed to working in line with Adult Social Care Values and Behaviour Framework and our Joint Commitment to each other

· Committed to promoting the health and social care profession in a growing range of contexts and maintain professionalism in the face of more challenging circumstances

· High performing when working independently or as part of a team 

· Willingness to use initiative, and to negotiate, explain and persuade

· Credible, professional, enthusiastic and resilient 

· Able to work accurately under pressure to meet tight deadlines

· Willing to challenge resistance and negativity with evidence and alternative approaches

· Able to learn quickly from setbacks and failures and use the learning to deliver new and better outcomes

· Quick to learn new solutions and acquire new skills

· Commitment to ensuring projects succeed

· Adaptable to changing workloads

· Flexible approach to work

· Committed to the principles of equality and diversity

	
	· Interview

· References

	Circumstances


	· Prepared to work outside of normal office hours as required

· Baseline security clearance

· Full current driving licence or access to a means of mobility support

	
	· Application form
· Basic check
· Interview
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