
	Post No. :
	1580
As per Vision HR system if existing post

	Post Title:
	Senior Financial Clerk

	Directorate:
	Adult Services

	Division:
	Business Support

	Section:
	Benefit Service

	Reports To:
	Team Manager (Social Care Benefits Team)

	Location:
	Bickerstaffe

	DBS Status:
	None

	Grade:
	Grade F



	Role Purpose

	· To supervise a team and deal with escalated customer enquiries.
· Developing process and train employees in response to legislation changes. 



	
Main Duties and Responsibilities

	· Implement innovative approaches to the continual improvement of the Social Care Financial Assessment team 
· Assist Internal Audit with the audit of procedures and compliance within the Social Care Financial Assessment Team 
· Ensure that staff are fully trained in Social Care Financial Assessment legislation and the software used 
· Provide guidance and advice on all aspects of Social Care Financial Assessment legislation to both staff and users of the service 
· Assist with testing of systems when changes to software are made 
· Responsible for ensuring management checks are undertaken daily and to monitor any training issues identified including monthly reconciliations 
· Allocate work to staff and ensure allocated work is completed on time to required quality standards 
· Provide information in response to customer, internal stakeholder and partnership organisations’ enquiries and deal with operational issues including escalated enquiries and complaints 
· Communicate face to face, by telephone and in writing with internal and external customers on a wide variety of issues, which can be confidential, sensitive, complex and/or demanding 
· Provide information and recommendations for management on issues such as the quality of work, performance and development and operational matters 



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

	Level 2 (GCSE Grade A**-C or Grades 9-4) or equivalent qualification including functional skills in English and Maths
	E



	Knowledge, Skills and Experience 

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

	Knowledge
· Substantial knowledge of confidentiality and security procedures relating to the Council's and customers data
· Substantial knowledge of Social Care Financial Assessment and the Care Act 2014
· Considerable knowledge of income related and other welfare benefits
· Confidentiality and security procedures relating to the Council's and customers data

Skills
· Excellent communications skills, both orally and in writing 
· Excellent numeracy and literacy skills 
· Ability to organise own work load and work to deadlines 
· Ability to respond to situations quickly and demonstrate flexibility 
· Good ICT skills

Experience 
· Substantial experience of undertaking financial assessments
· Substantial experience of dealing with escalated cases and clients
· Considerable experience of working with internal and  external partners e.g. DWP, social workers, care providers
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	Equal Opportunities: 
We do our utmost to ensure that here 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.
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