Job Description

Management Group: Complex Care
Department:		 Bexley Care – Complex Care	
Section:		 Brokerage and Commissioning Team
Job Title:		 Visiting Finance Assessment Officer

Reports to:		 Brokerage Manager – Brokerage and Commissioning Team
Responsible for:
No supervisory responsibility but must be able to work alone and use initiative 
Functional links with:
The main contacts will be with Commissioning, finance, (ContrOCC), Financial Assessments team (Capita), Debt Recovery Team, Placements and Brokerage within Commissioning and Social Workers/ operational managers within Adult Social Care.  

Main purpose of the job:
To ensure that there is no build up of debt due to customers failing to understand the ‘client contribution/ charging’ guidelines and the noncompletion of financial assessment forms, and to ensure LBB recovers outstanding debts particularly where sums are substantial. This will be achieved by:
1. Ensuring that customers are completing Financial Assessment forms to determine their ‘client contribution’ for services provided under the Care Act,
2. Tracking the completion of Financial Assessment forms, and where required supporting customers to complete them, including understanding the financial charging process and criteria. 
3. Annualizing the debt position of individual clients by liaising with senior finance colleagues, clients their families and people holding POA. 
4. Where financial abuse of client’s funds are suspected liaising with Social work colleagues and the Safe Guarding team to investigate and put in measures to support the client. 
Liaise, as necessary, with the appropriate team (Brokerage or Commissioning) on cases involving Deferred Payment Agreements (DPA), interim funders and self-funders to ensure the guidelines of the Universal Deferred Payments scheme are met.

· Advise vulnerable service users and their representatives on the Council’s charging policy; review service users’ benefits entitlement and provide advice and support on additional benefit claims to maximize household income; provide advice and support to ensure accurate and timely completion of service user financial assessments, taking account of income, savings, property and other forms of assets and additional expenses related to disability; liaise with the CAPITA Financial Assessments Service as appropriate. 
· Highlight to the Safeguarding Adults Team or Complex Care instances where service users may not have capacity to complete a financial assessment or manage their own financial affairs or in the event of any evidence of possible financial abuse.
· Arrange to contact service users and their representatives in instances where they are not complying with the requirements of the financial assessment process or not meeting charges under the Council’s charging policy; undertake difficult conversations about sensitive financial matters including legal liability to pay for social care services and debt recovery procedures.
· Ensure unresolved cases are escalated in a timely and appropriate way so that further action can be taken to ensure correct financial assessment and recovery of debt before arrears become significant. 
· Training staff re benefit maximization and debt recovery

Major Duties and Responsibilities:
To ensure that Financial Assessment forms are completed in a timely way, Court of Protection requests and POA’s are followed up to avoid lengthy hold ups when funding needs to be addressed, the main focus will be Residential Placements but will also involve Homecare, Daycare and Respite services to ensure correct charges are applied. 
To keep under review and develop the structures, procedures and working methods for which the post holder is responsible to ensure an integrated, effective and efficient approach to the delivery of services and funding is dealt with from the start of services being delivered to avoid future debt issues and customers (and their representatives) failing understand their responsibilities. 
Produce regular reports illustrating payments, DPAs and other data sets as required by relevant service areas and as required by the Operations Manager
Provide information and advice to customers on the ‘Charging Policy’ of the Council, signposting where required to independent sources of information and advice, and assist with completion of financial forms which may require carrying out home visits. 
To ensure that high levels of responsiveness and customer care are delivered in providing services to all external and internal customers.


Job Activities: 
To support the Local Authority in ensuring that debt does not accrue and avoid situations where contact is not made in a timely and regular way and customers are unaware of their rights and responsibilities.   
To be responsible for the tracking, receipt and closure with regards to DPAs & Interim Funding and setting up process’s that will alert delays. 
To set up spreadsheets that will track and monitor outcomes for funding. 
To contribute to the completion and delivery of accurate and timely management information and Central Government and other returns, in conjunction with other colleagues, using reporting functions and other data.

Possess excellent interpersonal skills, be able to analyze data sets and interpret data. Have intermediate/advanced excel knowledge, be familiar with financial systems and adult social care finance processes. 
To complete monthly review and analysis of interim debtors, while effectively using FIS and liaising directly with the Finance team. 
To ensure that, within their areas of control, working practices and processes are followed that maximise the use of new technology and create efficiencies.
Ensure good relationships are maintained with both internal and external partners, which will enable better outcomes with the collection of income or debt.
To carry out home visits and be able to have difficult conversations with family members around finances and debt. 


































PERSON SPECIFICATION –	Visiting finance Officer Commissioning and Brokerage

	Selection Criteria
	Essential/
Desirable (E/D)
	Method of Assessment
(See Key

	(a) Education and Formal Training

· Educated to ‘GCSE’ A level or equivalent standard 
· Good numeracy and literacy skills
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	(b)  Relevant Technical experience and knowledge

Intermediate/advanced knowledge of Excel

Extensive experience of financial systems and social care finance processes with the ability to interrogate processes and system to resolve issues.
Excellent understanding of modern business practices, including the effective application of ICT to deliver efficiencies and streamline processes. 

Experience and competence using IT and common business support packages including Word, Outlook, and Excel

Ability to organize and prioritize work to competing demands.

Knowledge and understanding of supporting legislation and current best practice in relation to service within their area of responsibility as well as a basic understanding of other areas in order to provide effective cover when required.

Experience/Background knowledge of Social Care services.

Ability to work with minimal supervision using discretion when liaising with contractors & clients, resolving any difficulties which may arise.

Ability to convey complex financial information and communicate with all levels both internally & externally

Experience of delivering training to user groups across the organization.
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High Performance Indicators

	Post Title: Visiting Finance Officer
	Job Family: Support Staff
	Grade: Bexley 08

	Job family definition: Posts in this job family will provide support and ancillary services to other Council staff under close direction.


	Values
	Behaviors for staff

	Innovation

	I respond flexibly and adapt to changing demands 

I am prepared to take managed risks to achieve better outcomes

I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo

	Leadership
	I demonstrate a clear sense of purpose and direction, in line with organizational objectives

I am willing to take difficult decisions

My personal actions promote a positive image of Bexley

	Partnership

	I show respect for others and value contributions from internal and external partners and customers

I recognize the right solution, regardless of who initiated it

I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver

	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution

I prepare and present information anticipating questions and problems

I adapt my style to the audience and their needs, using the most appropriate communication channels

	Open and Accessible
	I see issues from the customer / user perspective

I monitor customer feedback and level of satisfaction with the service they receive, and use this to improve and pre-empt customer needs

I seek to build and maintain positive relationships with customers and partners 

	Impact

	I prioritize my activities and resources to focus on those which have the most impact for residents

I take responsibility for making things happen and achieving my objectives

I make decisions and clear recommendations based on my professional opinion, experience, and informed by a range of information and evidence 



Applicants will be assessed against these criteria and high performance indicators throughout the recruitment process.
