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Job description and Person Specification

Payments Assistant


	Department 
	Finance

	Service 
	Finance Exchequer Services

	Grade
	D

	Reports to
	Payment Officer

	Responsible for 
	N/A

	Job reference
	10624



	Job Purpose – 


	Process invoices/payments to agreed standards and timescales. 
Maintain Supplier and other departmental records. 
Resolve supplier and departmental queries in relation to data and payments.

	Context – 


	The Payments Service is a shared service & has responsibility for leading on the Payments Policy & Strategy for the authority. The Payments Service is responsible for making in the region of 450,000 payments per year to over 20,000 suppliers via numerous business systems.




	Accountabilities - 

	Accurately process invoices and payment requests within required timescales (via numerous systems and methods e.g. paper/electronic invoicing)


	Creation & maintenance of supplier and other records and maintenance of databases to facilitate efficient purchasing and payments.


	Provide excellent customer service by liaising with suppliers/providers and departmental staff regarding invoices and payments and deal with related queries within agreed timescales.


	Maintain accurate payments data ensuring data tidying is carried out regularly and payment queries are adequately recorded and escalated.


	Assist with yearend preparation and procedures

	To actively participate in the Authorities Anti-Fraud and Corruption Strategy by identifying all potential fraudulent activity (i.e. financial abuse, fraudulent claims) and taking appropriate steps to alert the Accounts Payable Business Manager.





	Person Specification


	Qualifications:

	Essential
	Desirable

	5 GCSE’s (Grade A-C) or equivalent

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Good knowledge of Microsoft Office (Word, Excel, Outlook)

	Knowledge of Financial Systems with experience of Payments Systems


	Skills:

	Essential
	Desirable

	Ability to prioritise own workload to meet agreed deadlines with minimum supervision 

Able to follow written procedures 

Good customer focus to both understand customer needs and expectations and deliver their requirements 

Persistence and Judgement to process query resolution through to satisfactory conclusion 

Able to work effectively in a team setting 

Ability to embrace new technology and identify, investigate and solve problems 

Good Keyboard skills 

Good Numeracy skills 

Good Communication and Listening Skills 

Awareness of Data Protection and Anti-Fraud Policies & Procedures

	





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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