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Job Outline


	Post No. :
	POST00001558 v2

	Post Title:
	Client Finances Specialist

	Directorate:
	Strategy, Performance and Innovation

	Division:
	Revenues Benefits and Customer Services

	Section:
	Client Finances

	Reports To:
	Awards and Advice Senior Team Manager

	Location:
	Municipal Buildings

	DBS Status:
	Basic Disclosure

	Grade:
	Grade F


	Role Purpose

	· To provide an efficient and effective, comprehensive client financial services function. To act on behalf of, and in the best interests at all times, of service users assessed as lacking mental capacity or requiring support to deal with the management of their property and financial affairs
· Undertake and support the team with all aspects of Court of Protection Deputyship, DWP Corporate appointeeship and Power of Attorney duties in accordance with statutory requirements and the Council’s policies and procedures
· Implement Service policies and develop procedures in relation to the client financial services function and to work continuously to improve existing systems and other arrangements to ensure that client assets are safeguarded from financial abuse
· Make referrals to internal and appropriate external partners where necessary.
· Responsible for oversight and day to day running of the Client Finances Team. 


	Main Duties and Responsibilities

	· To provide a holistic money management service and act on behalf of, and in the best interests at all times, of service users assessed as lacking mental capacity or requiring support to deal with the management of their property and financial affairs in accordance with statutory requirements, relevant guidance and the Council’s policies and procedures.
· To act as Corporate Appointee where appropriate including completion of applications to the Department for Work and Pensions (DWP).
· To be responsible for co-ordinating the completion and timely submission of applications and statutory returns to the Court of Protection seeking authority for the Authorised Officer for Property and Financial Affairs of Blackpool Council to act on behalf of clients where appropriate.
· To work continuously to apply and improve policies and procedures in relation to the client finance function in line with financial best practice and audit recommendations, in consultation with relevant parties.
· Responsible for the predictable, day to day running of the team and development of the service in relation to all areas of the client financial services function. 
· To maintain an up-to-date awareness of relevant statutory legislation, APAD (Association of Public Authority Deputies) guidance and Court of Protection requirements in relation to client financial affairs.
· Respond to and resolve enquiries by telephone, face to face and in writing with customers, internal stakeholder and partnership organisations.
· Ensure consistent application of established policies and procedures in relation to money management, providing advice and guidance on more complex issues or discretionary areas that the team cannot resolve.
· Ensure allocated work is completed on time to required standards and quality.


	Qualifications
	Essential or Desirable 
	E/D

	· GSCES/NVQ 2/Level 2 Diploma or equivalent qualification, to include Maths and English

· Supervisory Qualification e.g. ILM3 or willingness to work towards and complete within 18 months
· Association of Public Authority Deputies (APAD) accreditation
	E
E
D


	Knowledge, Skills and Experience 
Required
	Essential or Desirable 
	E/D

	Knowledge

· Understand the principles of data protection, the requirement to keep the Council’s and customer’s data secure at all times 
· Substantial knowledge of welfare benefits, grants and schemes available
· Knowledge of Microsoft products (word, excel, outlook, PowerPoint etc.)

· Considerable knowledge and understanding of the guidance and legislation relating to appointeeships and deputyships  
Skills
· Able to demonstrate excellent written and verbal communication skills 
· Ability to deal with challenging behaviour in a calm and professional manner

· Effective communication and negotiation skills

· The ability to work well in a team or independently on a variety of tasks with the minimum of supervision and to tight deadlines

· Ability to respond to situations quickly and demonstrate flexibility

· Ability to demonstrate a fair, non-judgemental but firm approach when dealing with customers

· Computer literate and able to input data into a computer with speed and accuracy
· Ability to translate complex legislative information into day to day processes 
Experience

· Substantial experience of working in a customer facing environment

· Substantial experience of dealing with complaints and conflicts arising from customer enquiries.

· Proven record of achieving targets and working to deadlines

· Considerable experience of dealing with financial enquiries from customers
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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 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.


