
	Post No. :
	POST00000440 

	Post Title:
	Finance Admin Officer

	Directorate:
	Adult Services

	Division:
	Business Support and Resources

	Section:
	Finance and Resourcing

	Reports To:
	Business Support Finance Manager 

	Location:
	No.1 Bickerstaffe Square

	DBS Status:
	None

	Grade:
	Grade E



	Role Purpose

	To provide a financial administration and business support service across Children’s and Adult Services to high levels of accuracy, ensuring confidentiality of data and adherence to controls in order to safeguard the resources of the Council.



	
Main Duties and Responsibilities

	· Operational responsibility for petty cash account and sub‑floats held by outlying teams. Tasks include daily issuing, review and recording of petty cash claims, weekly account reconciliations, to an auditable standard.
· Raising of electronic orders, receipting of goods, processing and payment of invoices, and ordering of out of area birth certificates.
· Set up of new suppliers ensuring compliance with HMRC regulations.
· Generation of payments, for example to schools, service users, clients, carers, etc. as either one‑off or recurrent payments.
· Raising of debtor invoices and credit notes, including calculation of amount owing where applicable, monitoring of unpaid debts, and initial debt recovery.
· Coordination of travel arrangements, e.g. travel and hotel bookings, rail warrants, bus passes, etc.
· Inputting of payment card purchases spreadsheets and checking of documentary evidence on behalf of Social Care staff.
· Responsibility for personal Purchase Card - £3k limit.
· Processing carer payments, including input of movement forms, carer expenses and any other forms in relation to payment to carers of our children; calculation of allowances including financial assessments of prospective carers; and processing external invoices.
· Processing of payment runs including organising all incoming data invoice files, confirming naming conventions are adhered to, and sending pay schedules.
· Liaise with internal and external stakeholders to clarify invoice discrepancies, organise credit notes and debt collection.
· Liaise with Social Work teams to verify purchase information, arranging and monitoring changes as required
· Update core systems to amend purchase information and record actions taken in respect of invoices
· Responsibility for creation and daily maintenance of financial spreadsheets for all Young People eligible for Leaving Care Service, used by Personal Advisors/Social Workers to ensure spends are in line with Leaving Care Finance Policy. (approx. 500 spreadsheets). 
· Explore invoice variances and prepare reports for account reconciliation purpose with external agencies (i.e. care providers and ICB).



	Qualifications
	Essential or Desirable 
	E/D

	· GSCEs/NVQ2 or equivalent including Maths and English Language
· Basic ICT qualification, e.g. ECDL, MS Office 365
	E
D






	Knowledge, Skills and Experience 

Required
	Essential or Desirable 
	E/D

	Knowledge
· Substantial knowledge of complex ICT systems e.g. Mosaic (Social Services core IT system), Tech One Financial System, TRS, EBF.
· Understanding of how to deal with internal and external customers to required standards of service.
· Good understanding of local authority procedures.
· Working knowledge of Children’s and Adult services.

Skills
· Ability to organise own workload to meet deadlines and standards.
· High levels of team work.
· Ability to work with minimal supervision using initiative in non‑routine situations and confidence to make routine decisions in own area of work.
· Good verbal and written communication skills.
· Excellent numeracy and financial literacy skills.
· Ability to work with integrity and discretion.
· Ability to work with precision and speed of inputting, including maintenance of spreadsheets and databases.
· Problem solving skills.

Experience
· Substantial experience of complex ICT systems e.g. Mosaic (Social Services core IT system), Tech One Financial System, TRS, EBF.
· Extensive experience of working in a busy office environment.
· Experience of working in local government.
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	Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy



	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.
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