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Job Outline


	Post No. :
	2743 

	Post Title:
	Direct Payments Finance Assistant

	Directorate:
	Adult Services

	Division:
	Adult Social Care 

	Section:
	Business Support – Direct Payments

	Reports To:
	Direct Payment Team Manager 

	Location:
	Bickerstaffe House

	DBS Status:
	Enhanced Children’s & Adults Workforce

	Grade:
	Grade E


	Role Purpose

	To calculate the costs of personal budgets and associated allowances for adults and children accessing care and support through a Direct Payment. Recording information relating to Direct Payments on core IT Systems. 

Produce accurate Pro-forma invoices for Direct Payments and Personal Health Budgets within strict timescales, adjusting to take account of any personal budget changes and liaising closely with Accounts Payable to ensure accurate payments are made on time.

Gather, record and monitor financial information provided by and on behalf of clients and external organisations to audit spend. Arrange recovery of unspent or misspent funds. Liaise with clients and their representatives providing findings from audits undertaken. Provide advice and guidance regarding the Direct Payment and Personal Health Budget schemes, allowable spend and signposting to external organisations.


	Main Duties and Responsibilities

	· Calculate the costs of personal budgets and associated allowances for adults and children accessing care and support through a Direct Payment. 
· Produce accurate Pro-forma invoices for Direct Payments and Personal Health Budgets within strict timescales, adjusting to take account of any personal budget changes.

· Liaise with clients and their representatives to securely gather financial information.

· Account for and audit information provided, monitoring spend against personal budgets, assessments and legislative guidance, providing findings from audits undertaken.

·  Provide advice and guidance regarding the Direct Payment and Personal Health Budget schemes and allowable spend. Signpost clients to external agencies for independent advice.
· Monitor and maintain IT records to record and reconcile relevant information. Provide statistical information from system records relating to clients and payments.

· Provide administrative support to the team.


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· Educated to GCSE standard or equivalent, including Maths and English 
· ECDL/CLAIT or equivalent IT qualification
	E

D


	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	· Considerable experience of working within a financial environment

· Good numeracy skills, incorporating excellent levels of accuracy
· Knowledge of social care and personal budgets

· Excellent communication skills, verbal and written 

· Considerable experience of using MS Office 
· Excellent time management skills with the ability to organise and prioritise own work

· Experience of working in a busy team environment with changing demands
· Experience of working directly with members of the public

· Considerable analytical and problem solving skills, creating effective solutions

· Considerable experience in the use of spreadsheets to record and calculate data

· Considerable knowledge of legislation relating to the disclosure of personal information (Data Protection/Freedom of Information Act

· Experience of payroll and/or accountancy (bookkeeping)practices 
· Good ICT skills and the ability to maximise system functionality
	E

E
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	Vision and Values

	Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved

· We are committed to being fair to people and treat everybody we meet with dignity and respect

· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need

· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer

· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude


	Equal Opportunities: 

We do our utmost to ensure that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


