          SEFTON COUNCIL

JOB DESCRIPTION

Department: 
Adult Social Care – Client Support
Division:

Payments & Billing Team
Post: 


Payments & Billing Officer
Grade:

Grade G
Location:

Magdalen House

Responsible to: 
Senior Payments & Billing Officer 

JOB PURPOSE

To assist the Senior Payments & Billing Officer on a day to day basis, with the overall management of the Payments & Billing team, and to undertake a range of operational transactional tasks and responsibilities.

MAIN DUTIES


1. To support the Senior Payments & Billing Officer in the management, organisation and co-ordination of the Payments & Billing team, including  prioritising and allocating work and delegating tasks.

2. To assist in the regular supervision of staff up to and including those at Grade D, ensuing that Council policies and procedures are followed.
3. To ensure that all financial transactions are undertaken effectively and within agreed timescales, and where there is an accrual of debt that these are regularly monitored and appropriate action is instigated. 
4. To ensure that all budget records are properly kept, financial transactions carried out where necessary and reports prepared and maintained.

5. To attend meetings, as necessary, to represent the Payments & Billing team or authority, as appropriate.
6. Put people at the heart of what you do and be responsive, ensure that staff maintain a customer focus with a pursuit of excellence.
7. Maintain and develop partnerships within and outside of the Authority. Work corporately as well as collaboratively with a wide range of departments, communities, partners and other agencies, building relationships that foster trust and have collective integrity and responsibility for service delivery and outcomes.
8. To participate in the recruitment, selection and appointment of staff as appropriate.

9. To identify the training needs of staff and others included in the work of the Payments & Billing team and to be involved appropriately in any training and development activities as required.

10. To prepare and present, as necessary, reports, statistical data and other such information as is required from time to time or in accordance with predetermined time scales.

11. To ensure that client information data is lawfully gathered, accurate, up to date and only divulged in accordance with the Data Protection Act 1998 and the local government common law duty of confidentiality.  Failure to apply these duties can lead the individual or Department facing court proceedings.

12. To undertake any other duties appropriate to the work and grade of the post, as may be directed from time to time in order to meet the exigencies of the service.

ORGANISATION CHART







* This post

SPECIAL CONDITIONS

Work outside normal hours may be required from time to time 

A flexitime scheme is currently in operation. 

This post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act, 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. You are, therefore, not entitled to withhold information about convictions, which for other purposes are ‘spent’ under the provisions of the Act, and any failure to disclose such convictions could result in dismissal or disciplinary action by the Authority. Any information given will be completely confidential and will be considered only in relation to the positions to which the Order applies.

This post is designated as a Casual Car User. Casual car user allowance will be paid as appropriate.

GENERAL

New entrants to Local Government Service will be required to satisfactorily complete a six-month probationary period.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its’ grading.

All staff are responsible for the implementation of the Health and Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

Since confidential information is involved, the post-holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

The Authority has approved a policy on Equal Opportunities in Employment and copies are freely available to all employees.

Prepared by:


Name


Karen Lee


Designation

Team Manager
Date
          

August 2017
METROPLITAN BOROUGH OF SEFTON

PERSON SPECIFICATION

	Post:
	Payments & Billing Officer
	Post No.
	

	Department:


	Adult Social Care
	Division:
	   Payments & Billing team

	Personal attributes required (on the basis of job outlined)


	Essential or Desirable
	Method of Assessment



	Relevant Education/Training
Relevant Academic and/or Professional Qualification or equivalent experience/skills.
	E
        
	        

	Experience 
Experience of supervising, supporting, motivating and developing staff.

Experience of dealing with financial records and systems, manual and computerized.

Experience of compiling budgetary information for reports and statistics.

Using IT applications and systems and contributing to their development.
Working effectively and in partnership with a wide range of communities, partners and other agencies.

Delivering customer focused services.

	E

E

E

E

E

E
	

	Abilities/Skills/Knowledge
Ability to plan and effectively, supervise the work of teams and individuals, setting objectives and targets and desired outcomes and managing competing prioritises.
Ability to work in partnership at all levels, including negotiating, communicating and working collaboratively with internal/external organisations to achieve outcomes.

Knowledge and understanding of Provider Payment and Client Billing processes in an Adult Social Care setting
Effective communication and interpersonal skills

Ability to work using own initiative and collaboratively with others to achieve outcomes.

Ability to operate effectively with a high workload, delivering to expectation and deadlines.
	E

E

D
E
E

	

	Personal Style and Behaviour
Personal commitment to delivering services effectively and efficiently.

Able to respond to constructive challenge and not be discouraged. Motivated and enthusiastic.

A team worker who fosters partnerships, works collaboratively demonstrates and promotes openness, trust and respect.
Quality orientated, innovative and commitment to continuous improvement.

Act as a role model for others demonstrating a ‘can do’ attitude and promoting positive challenge.

Respects confidentiality.

	E
E

E

E

E

E


	

	Other Requirements

Evident commitment to personal continued Professional Development.
	E


	


Senior Payments & Billing                                  Officer








Payments and Billing Officers – Financial Protection x2





Payments & Billing Officer – Debt x2








      Clerical Officers x 7.2
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