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Finance Officer – Client Affairs
JOB DESCRIPTION 
 
	Job Title: 
	Finance Officer – Client Affairs

	AfC Band: 
	Band 4

	Directorate/Service: 
	Finance - Adult Social Care

	Accountable To:  
	Lead Operational Manager Client Affairs & Client Finance

	Responsible To: 
	Team Leader Client Affairs

	Base Location: 
	Based in Eccles with some Homeworking

	On-Call Requirement:
	No 

	AfC Job Code: 
	N/A



	Values 

	Three values are at the heart of our organisation: Care, Appreciate and Inspire. 

Our values and behaviours define what’s important to us as we work alongside each other and with our patients and service users. They also shape what it feels like to work at the NCA and will be central to your development and performance conversations. Together, we will create a culture where care, appreciation and inspiration thrive.  


	Structure Chart 

	




	Job Summary 

	To undertake financial/administrative tasks for Service Users whose finances are managed by the team, paying client bills, making payments, setting income and expenditure budgets, collecting administrative fees along with supporting clients with purchases and working alongside Social Work teams to make and manage client benefit claims along with assisting with yearly account reporting for the Court of Protection.
You should ideally have experience of working in a busy office environment and possess excellent numerical skills, communication and organisational skills with a real commitment to excellent service delivery. You must also be capable of working to tight deadlines whilst ensuring consistency and accuracy and be able to prioritise workloads and work using your own initiative as well as under supervision




	Key Role and Responsibilities 

	COMMUNICATION AND LEADERSHIP

Maintain a high level of confidence and discretion at all times
Demonstrate empathy and understanding in communicating with vulnerable client groups
Ensure clear communication with excellent writing, data entry and presentation 
skills; capable of constructing and delivering clear information in a professional 
manner at all times with the possibility of using the information in a court of law
Ability to use own initiative and work under pressure in a busy working environment able to multitask
Occasional visits to clients and their representatives to explain and give advice regarding complex procedures and to gather information

PLANNING AND ORGANISING
To plan and organise own workload to ensure weekly, monthly, quarterly and 
annual financial timetables are met
Implement and maintain affective manual and electronic filing systems
Ensure all client benefit claims and bill payments are processed in a timely manner

PARTNERSHIP WORKING
To work closely with internal professionals and external partner agencies, Legal 
team at Salford City Council regarding Client Affairs information
To engage with clients, carers, family members as and when required to give complex advice or gather information in a confidential manner

ANALYSIS AND DATA MANAGEMENT
Evaluates and analyses information from client record identifying errors and sorts out problems from a range of options
Extract statistical and financial reports from reports as required

RESEARCH DEVELOPMENT AND AUDIT
Provide cover for the processing of payment runs residential, nursing, personal 
allowance, extra care supported housing and direct payments

EQUALITY AND DIVERSITY
Work in accordance with the trust's policy and procedures
To carry out duties in a way that supports equality and values diversity this 
responsibility includes your actions in relation to service users carers family 
members work colleagues people in other organisations and members of the 
public

HEALTH AND SAFETY
Is aware of own responsibilities under the house and safety at work act to carry 
out agreed safety procedures and contribute to maintaining a safe working 
environment for service users employees and visitors
Attend induction and regular mandatory update training on risk management 
policy and Procedures
Provide incident report and supporting documentation for any unexpected event or incident involved in
You have a personal responsibility to support your department /Ward/clinic in reducing hospital acquired infection you must comply with the trust's policies on infection prevention and control and maintain your competence there to affective lair discharge your responsibilities you must bring deficiencies to the attention of your manager.

RESPONSIBILITY FOR POLICY SERVICE DEVELOPMENT
Propose changes to working practices and procedures relating to client affairs and adult social care within the ICO and implement procedures set by others
Discuss and develop best working practices within client affairs team meetings

RESPONSIBILITIES FOR HUMAN RESOURCES
Take responsibility for day to day planning and prioritising of workload and be 
proactive to ensure that the requirements of the team are met
Undertake continuous professional development seeking opportunities to enhance skills which can be identified via a personal development plan
Undertake a maintain all mandatory training
Prepare and attend regular 1 to 1 supervision with manager
Prepare for and attend regular team meetings
Provide regular updates on day-to-day activities of the service area

RESPONSIBILITY FOR INFORMATION RESOURCES
Ensure all Client Affairs records, procedures and resources are up to date and relevant.

RESPONSIBILITIES FOR PHYSICAL AND FINANCIAL RESOURCES
Ordering weekly monies for service users, issuing cheques and undertaking 
regular reimbursements
Make payments for client using the Barclays AMS system
Complete account for the Court of Protection for clients
Collect administration fees from clients
Organise money to service users on a weekly/monthly basis

FREEDOM TO ACT
Works on own initiative with limited supervision within clearly defined policies and procedures, must comply with the Trusts Information Governance
Makes decisions around client requests within team remit
Undertakes additional duties in line with role as requested by Manager

PHYSICAL EFFORT
Periods of long concentration spent on VDU
Requirement to use own transport to visit clients in their own homes

MENTAL EFFORT
Periods of long concentration required to undertake certain aspects of work 
including financial calculations
Requirement to be accurate with financial charges

EMOTIONAL EFFORT
 Exposure to demanding or distressed clients and members of the 
public regarding client financial affairs

WORKING CONDITIONS
Uses keyboard for a significant proportion of the day

MAKING EVERY CONTACT COUNT
Front line staff are in an ideal position to offer support and advice on how to 
improve health and wellbeing
Staff should use their interactions with the public to give them additional advice 
on health and wellbeing
Staff will be given training and support to help them to signpost people to other 
services which may improve their health and wellbeing.

SAFEGUARDING
The Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this 
commitment. You will be expected to fulfill your mandatory safeguarding training at the
level applicable to this role.

Be aware of financial safeguarding and reporting procedures and take appropriate steps to report any concerns to colleagues, Managers, Social Work teams and OPG as required.

CODE OF CONDUCT
Professional staff that have a national Code of Conduct are expected to adhere to that Code and failure to do so could result in disciplinary action being taken. Staff who do not have a regulatory body are expected to conduct themselves in a professional manner and in line with the Trust values and polices are all time.






                                 






PERSON SPECIFICATION 
 
	Job Title: 
	Finance Officer – Client Affairs

	AfC Band: 
	Band 4                                                


 

	
	Essential
	Desirable

	Qualifications 
	GCSE English and Maths or equivalent

ECDL or equivalent computer literacy skills experience

	

	Knowledge, Training & Experience
	Recent experience of working within a financial background 

Experience of Microsoft packages knowledge of Word, Excel & Outlook

	Understanding of and interest in the work undertaken by the Client Affairs team i.e. the administration of finances for vulnerable service users 
 

	Skills & Abilities
	Excellent organisational skills and the ability to prioritise workload to meet tight deadlines

Excellent  numeracy skills and an aptitude for undertaking financial calculations

Ability to use initiative and work with minimum supervision

Excellent interpersonal, communication and negotiation skills

High degree of accuracy and attention to detail

Ability to evaluate and analyse financial information received from clients
Ability to input financial data with accuracy demonstrating attention to detail

Exposure to demanding and stressed service users or their representatives regarding finances	

Able to work under pressure demonstrating resilience and self-motivation when dealing with a diverse client group	

Excellent verbal and written communication skills in person and on the telephone	

Ability to demonstrate exceptional customer service skills, always putting the clients at the heart of everything you do	

Ability to communicate with vulnerable and diverse client group	

Able to demonstrate excellent team working skills	

Ability to use initiative and work with minimum supervision	

Ability to evaluate and analyse financial information for the purpose of budgeting client income and expenditure	

Excellent organisational skills and the ability to prioritise workload to meet tight deadlines
	





Living our Values

All colleagues are expected to demonstrate the NCA values and underpinning behaviours as you carry out your role.

	Values
	Behaviours (I will…) 

	CARE

We listen and treat each other with kindness.
	Provide the highest standard of care, with compassion and kindness.


	
	Communicate clearly, actively listen and be person centred. 


	
	Seek to understand and empathise.


	
	Collaborate to deliver services that are safe and give confidence in our care.


	APPRECIATE

We value and respect each other’s contribution.
	Recognise and openly acknowledge how we all make a difference.

	
	Value and respect others and share in celebrating our successes.


	
	Treat people fairly, notice, champion and positively appreciate diversity.


	
	Provide constructive feedback to support growth and development.


	INSPIRE

We speak up and find ways to be even better.
	Have a voice and act with integrity and honesty. 


	
	Make time to learn, share and find new ways of working.


	
	Be positive, be open to change and empower others.


	
	Work with my team and other teams to agree and deliver best outcomes.













Appendix

The below details all the standard Trust requirements which must be incorporated within the role.

	Infection Prevention

	Employees will adhere to all Trust Infection Control policies and procedures which are relevant to the post and undertake any appropriate mandatory training. All colleagues will ensure that advice is sought from the infection control team as required and appropriate action is taken to minimise cross infection. 


	Safeguarding 

	The Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees and volunteers to share this commitment.  You will be expected to fulfil your mandatory safeguarding training at the level applicable to this role.


	Health and Safety

	Employees must act in accordance with the Health & Safety at Work Act 1974, and subsequent legislation, under which they must take reasonable care to avoid injury to themselves and to others who may be affected by their work activities. Employees are required to co-operate with the Trust in meeting statutory requirements. Employees must not intentionally or recklessly interfere with, or misuse anything that is provided in the interest of the health, safety and welfare of colleagues, patients, and the general public.


	Confidentiality and Data Protection

	Employees are required to uphold the confidentiality of all records held by the Trust, whether patient records or Trust information. Unauthorised disclosure of any confidential information, or that covered by the Data Protection Act may result in disciplinary action. 


	Equality and Diversity 

	All colleagues are required to understand the equality and diversity commitments and statutory obligations under the Equality Act 2010. You must act in ways that support Equality, Diversity, and Inclusion (EDI) and recognise the importance of people’s rights in accordance with legislation, policies, frameworks, procedures, and good practice. 

Colleagues must recognise and report any behaviour that undermines equality under Trust policy and further EDI activity by:
· eliminating discrimination, harassment and victimisation
· advancing equality of opportunity between people who share a protected characteristic and those who don’t
· fostering good relations between people who share a relevant protected characteristic and those who don’t
· understanding the impact of policies, services and practice on people with different protected characteristics


	Code of Conduct

	Colleagues that have a national Code of Conduct are expected to adhere to that Code and failure to do so could result in disciplinary action being taken. Colleagues who do not have a regulatory body are expected to conduct themselves in a professional manner and in line with the Trust values and policies at all times. 


	Leadership and Development 

	We believe our colleagues play a vital role in delivering excellence, and that everyone has the ability to demonstrate leadership and make a difference. As a member of our team, we expect you to live the NCA values: Care, Appreciate and Inspire through your daily habits, to improve outcomes for patients, customers and service users across the system. In return we provide a range of development opportunities that help you to realise your potential and reach your professional best.

As you join us, you are required to attend our Corporate Induction, complete the Trust’s mandatory training and participate in the NCA Accelerated Leader Development Programme if you are in a leadership or management role. Your annual My Time appraisal conversation helps to continually review your contribution and ongoing priorities through your Personal Development Plan, informed through a wide choice of development available to you.


	Flexibility

	This job description is not intended to be exhaustive, and it is likely that duties may be altered from time to time, in discussion with the post holder. This role profile is intended to provide a broad outline of the main responsibilities only. The post holder will need to be flexible in developing the role with initial and on-going discussions with the designated manager.





Lead Operational Manager


Client Affairs Team


Team Leader


Finance Officer
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CARE APPRECIATE INSPIRE

Be the difference.




