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JOB DESCRIPTION

FINANCE, IT & DIGITAL 


JOB TITLE:	PAYMENTS OFFICER

DIVISION:	SHARED SERVICES

GRADE:			BAND 7 

RESPONSIBLE TO:	SENIOR PAYMENTS OFFICER  

POST REFERENCE: 	101162


Purpose of Post

To contribute to the effective management of resources within the Payments Section and, as directed by the Payments and Recovery Manager, ensure that all required payments to creditors, employees, members and others are properly made.

Key Relationships

The post holder will work as part of a small team within the Shared Services Division. The role involves working with internal staff across all departments of Hartlepool Borough Council and liaison with employees from Cleveland Fire Authority (CFA), Schools, other client companies and members of the public, as required.

Main Duties and Responsibilities

1. Sorting, scrutiny, managing e-invoicing processes and registration of invoices and other claims for payment in accordance with Council procedures
2. Ensuring invoices for Suppliers onboarded to the Supplier Incentive programme are managed through to payment as priority
3. Monitoring of invoice status on financial management system and processing any unmatched order related documents through to payment
4. Deal with internal queries from employees, schools and CFA as required 
5. Liaising with budget-holders and / or departmental representatives regarding invoice payment issues, including the provision of advice and guidance
6. Creation, amendment and monitoring of supplier, housing benefit and employee accounts 
7. Validation of new and amendment of existing supplier payment details in accordance with the Council’s anti-fraud procedures
8. Scrutinise new suppliers and amendments to existing accounts 
9. Assist in ensuring compliance with all deadlines, security requirements and working systems and procedures



10. Maintain general financial records accurately and efficiently, including document imaging as required
11. Provide feedback on the effectiveness and efficiency of existing systems and procedures
12. Provide information to support the preparation of financial reports, statistical returns and other documentation as required
13. Distribution of incoming post and monitoring of generic Payments e-mail accounts
14. Preparation, processing, reconciliation and despatch of all creditor, employee  and housing benefit payments, including the procedures for the production and issue of payments by BACS and cheque
15. Registration of Direct Debit and Chaps documents and processing of weekly payment runs to assist in the reconciliation of electronic bank transactions
16. Registration of payroll related employee expenses
17. Any other duties of a related nature which might reasonably be required and allocated by the Payments and Recovery Manager

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.


Date:  November 2026


HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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