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Job title: Payment Officer 
Directorate/Service/Team: Chief Executive

Organisation structure 
Reporting to: Team Leader 
Responsibility for: The payment, processing, reconciliation and audit of financial activity for central and specific finance functions across the Locality areas of Children’s Services in accordance with current legislation, policy and practice.

Context of work
These posts will be required to work from County Hall as well as some remote working from home. This is to enable peer support, team working, attending training, cover and collaborative working with colleagues

The types of activity will cover:
· Invoice processing
· Procurement
· Instant payments via a third party system
· Account Reconciliations
· Processing payments for diverse areas of Children's Services
· Auditing and review of financial packages
· Payment of specific commissioned packages/support.


Travel requirement
These posts will be required to work from County Hall as well as some remote working from home.

Other information  
Due to the sensitive nature of the work across Children’s there is a requirement for a DBS Basic Check.
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