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JOB DESCRIPTION

Job Title:  Direct Payments Officer
Directorate & Section/Unit:  All Age Disability Service
Reporting to:   Group Manager for CWD services
Responsible for:  
Salary Grade: 5	
DMA Management Level:  Frontline
DMA Span of Control (Direct Reports):  *



Our People Values:

To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive.

Purpose of job:
· To support the All Age Disability Service in providing strategic, statutory and core financial services to directly support the Council in helping to maintain, improve and deliver frontline services for Worcestershire’s customers, residents.
This will include:
· To drive, develop, and provide effective and proactive challenge to the Direct Payment processes within their remit across the AAD services.
· To provide support to internal and external customers with information advice, research and guidance as required and to ensure that resources available are used effectively
· To work as part of a cohesive team assisting to ensure the service is responsive, flexible, efficient and customer focused
· To ensure that Authority and Directorate financial procedures and statutory requirements are applied effectively and are in accordance with the scheme of delegation and financial regulations
· To provide excellent customer service with responsibility for owning the progress of complex customer queries by thoroughly investigating, gathering information, and consulting as appropriate
· To proactively problem solve, suggesting innovative resolutions and consistently understand and contribute to the team goals and demonstrate defined key behaviours

Main Activities & Responsibilities:	
	
· Providing information, advice and support to internal and external customers:
· Provide information, advice and support to internal and external customers on all aspects of the service (e.g. COP, DPA, CCA etc.) and ensure financial governance is adhered to. This will include parents, AAD team members and external DP support providers.
· To develop best practice approaches to the range of delivered Financial services and suggest proposals for improvement
· To maintain financial system data records and user settings as appropriate across a range of systems (e.g. ContrOCC, LCS, E5, etc.
· To support the delivery of FOS services following new developments or government policy changes and advise Management accordingly on the impact and implication of the proposed changes
· To provide advice on correct service practices and processes, including communicating these with the team and parent/carers
· To provide information and accurate working papers in response to reports, escalations, complaints and  complex queries as appropriate including auditor and Local Government Ombudsman (LGO) queries 
· to research best practice information from other organisations and advise management on potential service improvement
· To ensure that SLAs are met for the swift resolution or progression of queries received by liaising with colleagues and other third party and outside bodies e.g. Office of the Public Guardian (OPG), Department for Work and Pensions (DWP); WCC Adults Services Commissioning; as appropriate as well as families and solicitors
· To perform Daily/ Weekly/ Monthly routines in accordance with current procedures and actively identify and advise management of improvements additions and changes.
· To liaise with, take direction from and collaboratively work with professional colleagues and partners in the best interest of the customer
· To provide explanations and working papers for reports, complaints and complex queries as appropriate
· To proactively support the preparation and submission of service KPIs, SLA's and other relevant statistics; identifying any anomalies and taking ownership to swiftly investigate the cause, impact, and solution before reporting to line manager.
· To deliver tasks to ensure service requirements and deadlines are consistently met.
· To work closely with the BSO’s across the AAD teams.
· Keeping an up-to-date record of all DP packages.

Supervisory responsibilities & development:

· To ensure the delivery of an effective, high performance, customer focussed   service that is continuously improving
· To deputise as appropriate for the Senior Officer
· To support Senior Manager in the development of the service ensuring consistency of approach across the council 

Individual responsibilities & development to team:
· To maintain an effective and relevant working knowledge of financial and service specific legislation
· To maintain a current knowledge of developments in professional practice including a programme of self-development to ensure skills, knowledge and understanding are maintained and enhanced
· To ensure a personal responsibility for Continuous Professional Development 
· To take an active role in the objectives of the wider financial management service 
· To develop and maintain professional relationships both internally and externally
· Maintaining relevant working knowledge of relevant legislation
· Personal responsibility to manage priorities for workloads and conflicting deadlines
· To act as a role model for new staff where appropriate, 


Along with all the above, specific responsibilities exist within different teams and in line with potential changes

Accounts Payable
· To administer the Council's Procurement Card  scheme (once in place) in line with SLA. Including: maintaining card limits and cancellations as requested, receiving and distributing Procurement cards from card provider, update SDOL system (in the future)
· To identify duplicate and incorrect payments using available reporting tools and investigation and take appropriate action in line with procedures and SLA
· To investigate and resolve BACS recalls and returned, stopped or out of date WCC issued cheques, cancelling and re-issuing as necessary in line with SLA.
· To administer Childrens Services and SEND Direct Payments – Prepaid card accounts payments, acting as the lead in processing account set ups, closures, and suspensions (in the future)
· To run and review audit reports examining the wider use of Direct Payment Accounts, and to report on activity to finance staff, social workers, and senior managers in the AAD service
· To Liaise with AAD workers when a 6 monthly review is due to ensure the DP audits is within same timescales. 
· To complete 6 monthly audits of the direct payment account, through visiting the family if needed, or via a telephone review. Prior to a review you will request evidence from the family of the DP use ie bank statements, receipts to inform this audit being completed. 
· Record audit on LCS, inform AAD worker that it is completed and share any further actions require
· To check and approve/reject new customer records and upload customer record files to the Finance System in line with SLA
· To liaise with the internal and external customers to facilitate the recovery of outstanding debt and income in line with SLA, e.g. supplier offset arrangements
· To communicate with customers regarding pay back of monies from account and any monies owing back to WCC
· To manage the payment and auditing of Personal Education Budgets via the same mechanism on a termly basis. Liaising with the SEND team managers and SEND commissioning team



Generic Accountabilities:	

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy

· Working with some vulnerable children, young people and adults can, at times, be emotionally challenging for which appropriate support will be provided through management supervision. The post holder must be able to deal with such mental demands. 

· The Code of Practice on the English Language Requirement for Public Sector Workers (the fluency duty) applies to this post. Therefore, an ability to fulfil all spoken aspects of the role with confidence through the medium of English is essential for the post. 

Brokerage
· To liaise with managers and colleagues in Procurement to identify gaps in the market and potential new providers.


Debt
· To monitor debt, bringing any significant variations or unusual events to the attention of the appropriate budget holder or Team Leader
· To prepare refunds and write offs, maintain master control list and pass to the appropriate officer for authorisation 
· To provide financial advice and support to Authority staff on all aspects of debt recovery and ensure financial governance is adhered to
· To sensitively handle all interactions with clients and/or their representatives in relation to collection of Debt payments owed to the Council
· To review and report on debts in query (including debts to be cancelled) and follow up with Service Departments to ensure disputes are resolved and incorrect invoices are cancelled promptly.

Contacts:
In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.
Internal: Senior Managers, Management Teams, Managers & Staff across all directorates, staff within the AAD
External: Service providers, clients, customers

Additional Information:
• The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility
• Reasonable adjustments will be considered as required by the Equality Act.




Author:							Date:
								Date of grading confirmation:


* WCC is aiming towards a 5-level management organisational structure with level 5 being the Chief Executive. 
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