SEFTON COUNCIL

JOB DESCRIPTION


Department: 	Adult Social Care		

Division:		Client Support 

Post: 			Financial Assessment Co-ordinator		

Section: 		Financial Assessment team

Grade:		Grade H

Location: 		Magdalen House 

Responsible to: 	Senior Financial Assessment Officer

Responsible for:	Clerical Officers

	

JOB PURPOSE

The role will primarily be one of assisting the Senior Financial Assessment Officer on a day to day basis with:
· The co-ordination and allocation of work to staff who undertake Adult Social Care Financial Assessments and Reassessments.
· Targeted work in order to ensure that income is maximised to Adult Social Care and reported on.   
· Line management of administration staff within the Financial Assessment team. 


MAIN DUTIES

1. Undertake financial assessments and re-assessments in a timely and accurate manner following national guidance and local policy.   Carry out home visits as necessary. 

2. Support with queries from Financial Assessment Officers in relation to completion of financial assessments and re-assessments, including disability related expenditure. Escalate more complex queries to the Senior Financial Assessment Officer. 

3. Supervise the Clerical Officers within the Financial Assessment team, including the management and co-ordination of their workload, and providing advice and support.

4. To support the Senior Financial Assessment Officer in the management, organisation and co-ordination of the Financial Assessment team, including prioritising and allocating work and delegating tasks.

5. Take the lead in coordinating annual financial reassessments, ensuring that work is planned and completed to meet deadlines.

6. To prepare and present, as necessary, reports, statistical data and other such information as is required from time to time or in accordance with predetermined time scales.

7. Support the implementation of agreed organizational, system or process changes across the financial assessment team that deliver identified and measurable business benefits.  

8. Ensure that client income is maximized through welfare provision, providing welfare advice to clients and supporting client benefit applications.

9. Put people at the heart of what we do and be responsive. Maintain a customer focus with a relentless pursuit of excellence, developing services that improve outcomes for the communities of Sefton.

10. Maintain and develop partnerships within and outside of the Authority.  

11. Communicate effectively and give direction. Provide consistent and clear messages to the team, throughout the Council and with partners and provide clear direction based upon the Council vision. 

12. Contribute to the development and/or change of Adult Social Care IT systems used for administration of financial assessments. Participate in reconfiguration workshops and User Acceptance Testing for product change or release management activities.

13. Respond to general correspondence and enquiries, both verbal and/or in writing, from a wide range of contacts, including clients and professionals. 

14. Deputise for the Senior Financial Assessment Officer as requested, representing Adult Social Care at meetings with partner agencies, other authorities, as appropriate, contributing to and influencing policy, procedural or service development. 
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SPECIAL CONDITIONS

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e., filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

GENERAL
This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Note: 	Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Prepared by:	
Name			Adele Samuel	
Designation		Principal Manager 
Date	          		October 2024




PERSON SPECIFICATION

	Post:
	Financial Assessment Co-ordinator.
	Post No.
	

	Department:

	Adult Social Care
	Division:
	Client Support

	Personal Attributes Required
	Essential (E)
or
Desirable (D)
	Method of Assessment

	Qualifications/Training
Relevant Academic and/or Professional Qualification or equivalent experience/skills.
	
E
	
AF/C/I

	Experience 
Financial and resource management.

Managing change successfully.

Delivering customer focussed services that involve users and improve standards and performance.

Presenting information to inform decisions 
	
E

E

E


E

	
AF/I

AF/I

AF/I


AF/I

	Skills/Knowledge/Aptitudes
Ability to support and motivate others.

Ability to plan and effectively monitor and prioritise own, work.

Ability to manage individuals’ work, to meet targets and outcomes.

Demonstrate effective communication and interpersonal skills, and an ability to adapt personal style to meet the needs of the audience.

Ability to work effectively in partnership with a wide range of communities, partners and other agencies.

Adopt a creative approach to problem solving and service delivery.

Effective time management skills including ability to work to deadlines and conflicting priorities.

Knowledge and understanding of financial assessments processes and national charging policies in an Adult Social Care setting.

Understanding of IT systems including use of Microsoft applications to inform and develop the service.

Knowledge and understanding of GDPR and it’s relevance within Adult Social Care.

Act as a role model for others demonstrating a ‘can do’ attitude and promoting positive challenge.

Represent Sefton Council and demonstrate it’s core values.

Commitment to complete and engage in council mandatory and voluntary training opportunities.

	
E

E


E


E



E


E


E


E



E


E


E


E


E
	
AF/I

AF/I


AF/I


AF/I



AF/I


AF/I


AF/I


AF/I



AF/I


AF/I


AF/I


AF/I


AF/I
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