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Job Outline


	Post No. :
	1582
As per Vision HR system if existing post

	Post Title:
	Social Care Finance Specialist

	Directorate:
	Adult Services

	Division:
	Business Support

	Section:
	Social Care Benefit Team

	Reports To:
	Team Manager (Social Care Benefit Team)

	Location:
	Bickerstaffe

	DBS Status:
	Basic Disclosure

	Grade:
	F


	Role Purpose

	· To work as part of the Social Care benefits Team which deals with financial assessments for client contributions towards the cost of Adult Social Care packages and payments to providers

· Maximise income collection for Residential and Non-Residential Care by improving and developing effective collection and recovery processes 

· Contribute to continuous improvement in accuracy, compliance and timescales for collection activities on the team.
· Assist with ensuring compliance with new requirements under the Care Act legislation.


	Main Duties and Responsibilities

	· Maintain, improve and develop effective collection and recovery processes 

· Co-ordinate collection and recovery activities within the team

· Raise invoices, liaise with legal services and take payments over the telephone 

· Administer and monitor the Deferred Payment Scheme

· Complete debt information templates to enable Adult Social Care managers to make decisions on recovery / write off.

· Attend debt decision meetings with Adult Social Care managers

· Administer the write off procedures and complete monthly write off requests for agreement and sign off by managers

· Develop a quality monitoring regime to ensure collection and recovery activities comply with legislation, policy and timescales.

· Provide information on accuracy, throughput and timeliness of collection and recovery activities on the team and make recommendations to managers for service improvements.

· Resolve escalated and complex issues from internal and external customers

· To keep up to date with relevant legislation and contribute to changes required under the Care Act


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

	5 GCSE’s grade C or above including Maths and English
	E


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

	· Knowledge and awareness of benefits, debts for social care contribution and impact on customers
· Understand the principles of data protection , the requirement to keep the Council’s and customer’s data secure at all times and the conditions surrounding PCI  compliance  

· Excellent understanding of how to deal with customers to required standards of service
· Knowledge and good understanding of the recovery methods available in relation to the collection of income and debts in relation to client contributions for social care.
· Comprehensive knowledge of Microsoft products (word, excel, outlook, PowerPoint etc.)
· Able to demonstrate excellent written and verbal communication skills 
· High level of numeracy and accuracy skills
· Excellent negotiation and organisational skills to ensure effective debt recovery 
· Be able to demonstrate an innovative approach to debt recovery and facilitate efficient ways of working
· Able to work to deadlines and achieve targets with minimum supervision
· Able to work on own initiative and plan and organise workload
· Able to build and maintain strong working relationships with colleagues and stakeholders
· Ability to respond to situations quickly and demonstrate flexibility 
· Able to demonstrate a fair but firm approach when dealing with customer issues.
· Previous experience of developing and implementing new practices and procedures
· Experience of working effectively within a team and across other internal and external departments
· Significant experience dealing with customers in a benefits related or income collection environment.
· Minimum of one year debt recovery experience
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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.


