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Job Outline


	Post No. :
	1577

	Post Title:
	Financial Clerk

	Directorate:
	Adult Services

	Division:
	Adult Social Care

	Section:
	Social Care Benefits Team

	Reports To:
	Senior Financial Clerk

	Location:
	Municipal Buildings

	DBS Status:
	 Standard

	Grade:
	Grade E


	Role Purpose

	· To process applications for reductions in care charges of social care benefits. 

· To support the service in the collection of social care charges.


	Main Duties and Responsibilities

	· Create and update social care account records and input financial data.
· Calculate financial assessments in accordance with current legislation and the Council’s charging policies. 
· Carry out monthly checks prior to payment to residential care providers.
· Arrange appointments for the Visiting Officers to see clients.
· To support the collection of Community Care charges, Peace of Mind service charges, Deferred Payment Agreement repayments and residential care overpayments, including raising invoices, issuing reminders, setting up standing orders, arranging debt visits and dealing with all enquiries.
· Collating paperwork required to ensure Legal Services can secure Deferred Payment Agreement loans by Land Charge, in accordance with Land Registry procedures.
· Deal with customers on a daily basis, over the telephone, by correspondence and occasionally through face to face contact.
· Provide information on Social Care Benefits Deferred Payments and debt recovery to internal and external customers.
· To provide clients with general advice on other related welfare benefits.


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

	Level 2 (GCSE Grade A-C or Grade 4-9) or equivalent qualification to include English and Maths
	E


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

	Knowledge
Confidentiality and security procedures relating to the Council's and customers data

Knowledge of the Council’s policies and procedures

Knowledge of Adult Social Care Services role in the community

An understanding of income related and other welfare benefits 
Procedures in relation to Health and Safety

Knowledge of Microsoft Office
Skills

High level of numeracy and accuracy skills
Basic IT skills
Ability to communicate effectively, both orally and in writing

Good interpersonal skills

Ability to work under pressure on a variety of tasks and to deadlines
Ability to respond to situations quickly and demonstrate flexibility

Ability to deal with difficult customers a calm and professional manner
Experience

Experience of dealing with members of the public 
Experience of working in a welfare benefits related environment 
Experience of dealing with financial systems and IT software systems
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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.


