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To accompany job description and person specification when required

Job title:	Direct Payments Officer
Directorate/Service/Team:	Corporate Development, Finance and Commercial, Financial Support, Direct Payments Team

Organisation Structure
 
Reporting to:	Direct Payments Team Leader

[bookmark: _Hlk33107524]Responsibility for: Finance and Commercial is the responsibility of the Corporate Director Finance and Commercial, who is the designated deputy Chief Financial Officer. The Corporate Director reports to the Executive Director for Corporate Development, and is responsible for Pensions, Commercial and Procurement, Strategic Finance, Policy and Compliance (Finance), Operational Finance and Revenues and Benefits, and provision of certain financial services to external bodies such as Tricuro.

The Accountancy Function is headed by the Corporate Director, who is also the Deputy CFO, and provides accountancy and financial support to the four Directorates of Corporate Development, Place, People – Adults & Housing and People - Children. In addition, the Accountancy Function is responsible for the payment of invoices and collection of income, preparation of the statutory accounts and taxation advice and compliance. There is a Head of Service and Service Managers who report to the Corporate Director who support the four Directorates and the corporate accountancy and exchequer functions. The Financial Support area, which includes the Direct Payments Team, sits within the People – Adults & Housing team within the Accountancy Function.

The Direct Payments Officer post reports to the Direct Payments Team Leader, who in turn reports to the Financial Support Manager.

The Direct Payments Officer ensure clients receive the correct funding on time and that they are advised of their obligations.  They also provide advice and guidance to clients and social care team.  Their work is regulated by The Care Act and supplemented by internal procedures.


Context of Work
The Financial Support Team is placed within Finance and Commercial and deals with a range of functions including assessing people’s contribution to their care, direct payments for people who manage their own care, raising invoices to service users for their care and paying providers of care.

The post holder will be required liaise with colleagues in other teams who may have a link to care packages. These may include the Financial Assessment and Benefits team, the Adults Invoicing team, Care Management teams, IT Services, Brokerage and the NHS.

Additional tasks include writing to service users, executors, solicitors and family members. Good communication skills are essential.

There will be a requirement to identify errors or anomalies and to make recommendations to avoid them occurring in the future. Consequently, this may involve the post holder in implementing changes to processes.

The work will require accurate record keeping and a good knowledge and application of spreadsheets together with data interrogation and the production of reports and using these reports to ensure accurate billing and invoicing takes place.

The post holder will also assist in the recovery of income when debtors have failed to pay their assessed charges and accounts have fallen into arrears.

At Level 2, the post holder may be required to visit service users in a variety of settings including their homes and hospital and work from other premises.

The post holder maybe required to work in other areas of the Finance Team as necessary carrying out similar tasks and there will be opportunities to learn new skills. You may also have the opportunity to work on different projects with colleagues from other areas of the Directorate. Experience of training others would be beneficial.

Travel Requirement
At Level 1, the post holder may be required to travel to meetings and operational premises within the County, although most of the work will be based in Dorchester.

At Level 2, this position may have a significant travel requirement. This means that there is a requirement for a vehicle (or transport deemed to be suitable by the Council) to be available on most working days in order to carry out normal duties. Employees in positions with a significant travel requirement are required to provide a replacement vehicle if their usual vehicle is not available over an extended period.

Other information  
The Finance and Commercial Service Plan will set the scope and vison of the service for the future years as the authority goes through transformational change This context statement has been prepared and will be maintained by the service.

The ability to converse at ease with customers and provide advice in accurate spoken and written English is essential for the post.

The post is subject to an enhanced Adults DBS check.

	Context statement prepared by:

	Manager
	Financial Support Manager
	Date
	26/02/20
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