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Job Outline


	Post No.:
	POST00004025 - JET1075 

	Post Title:
	Client Contribution Support Specialist

	Directorate:
	Adult Social Care

	Division:
	Business Support

	Section:
	Business Support and Finance Team

	Reports To:
	Business Finance Manager

	Location:
	Bickerstaffe House

	DBS Status:
	Basic Disclosure

	Grade:
	Grade F


	Role Purpose

	To co-ordinate collection and recovery activities and administer provider payments of Adult Social Care debt ensuring accuracy, compliance, and excellent service delivery.


	Additional Information

	The service operates across the Blackpool area and the post holder will be required to work in other locations and must therefore be able to make arrangements to travel where necessary.


	Main Duties and Responsibilities

	· To assist the Business Finance Manager to develop, maintain and improve effective collection and recovery processes to ensure Service activities comply with legislation, policy and timescales.
· To raise invoices, liaise with legal services and take payments over the telephone. 
· To visit residential settings to support people with payment of client contributions 

· To complete debt information templates to enable Adult Social Care managers to make decisions on recovery/write off.
· To attend debt decision meetings with Adult Social Care mangers to provide casework information and explain recovery processes/procedures.
· To administer the write off procedures and complete monthly write off requests for agreement and sign off by managers.
· To provide information on accuracy, throughput and timeliness of collection and recovery activities to support recommendations for service improvements.

· To resolve complex issues from internal and external clients.
· To keep up to date with relevant legislation and contribute to process changes required under the Care Act 2014.


	Qualifications
	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
	Essential or Desirable 
	E/D

	Knowledge

· Considerable knowledge of social care debt and impact on clients.
· Considerable knowledge of the Care Act 2014 in relation to social care debt.
· Considerable knowledge of the recovery methods available in relation to the collection of income and debts for client contributions for social care.
· Understanding of the principles of data protection.
Skills

· Excellent written and verbal communication skills.
· High level of numeracy and accuracy skills.
· Excellent negotiation and organisational skills to ensure effective debt recovery 
· Ability to take an innovative approach to debt recovery and facilitate efficient ways of working
· Ability to work to deadlines with minimum supervision to help reach Service recovery targets.
· Ability to build and maintain strong working relationships with colleagues and stakeholders.
· Ability to respond to situations quickly and demonstrate flexibility.
· Ability to demonstrate a fair but firm approach when dealing with client issues.
· Good ICT skills.
Experience

· Considerable experience of debt recovery or working in a debt recovery environment. 
· Considerable experience of direct contact with members of the public, including face to face.
· Considerable experience of working within a team and liaising with other internal and external Services such as DWP.
· Considerable experience of dealing with customers from a wide range of social groups, including vulnerable customers.

· Experience of developing and implementing new practices and procedures.
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	Initiative and Independence

	· The post-holder will deal with any unexpected problems that arise, escalating to the Business Finance Manager when necessary.
· The post holder will organise their daily workload based on priorities and issues that arise each day.
· The postholder will work within Council guidelines and standard procedures.


	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.


