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Job description and person specification

Payments Officer


	Department 
	Finance

	Service 
	Finance Exchequer Services

	Grade
	G

	Reports to
	Lead Accounts Payable Officer

	Responsible for 
	Senior Payments Assistant, Payments Assistants

	Job reference
	11002



	Job Purpose – 


	Operational Management of the Payments Team to ensure payments are made to suppliers accurately, within timescales & in line with legislation.

	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 - 

	Lead on the operational management of the Payments Team to ensure payments are made accurately and within timescales. Ensure an equitable distribution of work to ensure payments are made within agreed standards and timescales. Manage daily, weekly & monthly work plans to ensure all operational tasks are taken account of.


	Manage the ‘Payment Run’ operational process. Ensuring data is reconciled, accurate and processed on a timely basis in line with the agreed payments calendar.


	Have a proactive overview of monitoring & query spreadsheets to ensure financial accuracy & liaison with Budget & Accounting for monitoring & forecasting purposes.


	Responsible for recruitment, staff PDPs and supervisions, identify and assist in the training of staff and resolve any performance or disciplinary issues.


	Work with other Payments Officers and Payment Monitoring Officer to ensure all areas of the team are managed effectively.


	Ensure the payments process is being managed in line with relevant legislation, updating processes where necessary.


	Deal with complaints and/or complex queries as escalated by the Payments Team or delegated by the FES Management Team.


	Act as the Payments Business Representative at meetings to provide support, guidance and advice to departments, and work with them to review & update processes as required.


	Deputise, as required for the Lead Accounts Payable Officer.


	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 department/service concerned.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Management qualification or equivalent experience or a willingness to undertake such

5 GCSE’s A-C or equivalent.

	Project management experience or experience of working on projects

	Knowledge/Experience:

	Essential 
	Desirable 

	Two years’ experience in an administrative/ Financial role

Experience of managing a team.

Experience of delivering a service to members of the public.

	


	Skills:

	Essential
	Desirable

	Problem solving skills

Excellent numeracy and literacy skills

Excellent communication and interpersonal skills

Ability to work under pressure and to prioritise and organize workloads

Ability to interpret and apply complex regulations

An effective team player who is able to develop effective relationships with the team and who is able to lead and motivate staff through periods of change

Excellent negotiation and influencing skills

Excellent knowledge 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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