

                             

[image: Norfolk County Council Logo]
Job description and Person Specification

Financial Assessment Officer


	Department 
	Finance and Commercial Services

	Service 
	Finance Exchequer Services

	Grade
	G

	Reports to
	Senior Finance Officer (Team Leader)

	Responsible for 
	N/A

	Job reference
	11326



	Job Purpose – 


	· Responsible for maximizing income to Norfolk County Council (NCC) and Norfolk Citizens by providing advice to those in receipt of Adult Social Care Services in areas of state and disability benefits, money advice, and housing.
· To ensure people receiving care and support understand their charges in line with NCC’s charging policies under the Care Act 2014 
· To maintain an up-to-date knowledge of welfare benefits legislation and expertise in interpreting both statute law and case law. 
· To provide advice relating to the Mental Capacity Act 2005 and support to the Adult Protection Unit and external organisations where there is alleged financial abuse. 
· To refer to relevant agencies such as FASO or MASH if they believe an adult is at risk of abuse or neglect.


	Context – 


	· To complete financial assessments promptly and in the most effective way 
· Where the person is unable to partake in a telephone assessment and is digitally isolated and does not have other support with finances, to undertake an in-person visit. 
· To refer to other agencies such as NAS, Welfare Rights Team, MMS and DWP to ensure that people living in the community are financially supported and are receiving their full benefit entitlement.




	Accountabilities - 

	Be the finance specialist first point of contact for all Clients receiving Adult Social Services and deal promptly and effectively with telephone calls, providing help and advice to customers depending on their ability and understanding, including dealing with complex cases, complaints and disputes resolution.


	To case manage and calculate accurate financial assessment for clients (or their representatives) and advise of their contribution towards their adult social care services.


	Determine Clients’ eligibility and entitlement for state and disability benefits and contact the Department for Work and Pensions to initiate appropriate benefit claims.


	Deal with complex financial assessments e.g., issues relating to capacity, complex financial arrangements, or concerns of abuse. This requires a working knowledge of state law and Norfolk County Council’s policy of charging for care services.


	Ensure that effective and efficient arrangements are in place to collect income relating to Clients receiving care and provide management reports and analysis of financial assessments as and when required.


	To maintain up-to-date knowledge of welfare benefits legislation, particularly with reference to working age clients and assist vulnerable Clients to make claims where necessary.


	Actively participate in the Authorities Anti-Fraud and Corruption Strategy by identifying all potentially fraudulent activity (i.e., financial abuse, fraudulent claims) and taking appropriate steps to alert the Client Exchequer Services Manager.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Good level of education to 'A' level standard or equivalent – these must include Math’s and English

	Willingness to undertake relevant training.

	Experience:

	Essential 
	Desirable 

	Experience of carrying out financial assessments for people receiving residential or non-residential care including complex finance assessments. 

Experience of delivering a service to members of the public. 

Experience of state benefits, housing benefits and an understanding of the reconsideration and appeals process. 

Recent & comprehensive experience of advice provision e.g., benefit entitlements. 

A working knowledge of Care Act 2014 Legislation and Norfolk County Council’s charging policies. 

Excellent customer focus and experience of working with a diversity of clients including vulnerable Clients and the ability to demonstrate sensitive interviewing and listening skill.

Experience of partnership working.

	Experience of using financial systems in particular Liquid Logic/ContrOCC and Oracle


	Skills/Knowledge:

	Essential
	Desirable

	Knowledge and practical experience of computerised financial systems. 

Knowledge of ‘Care and Support (Charging and Assessment of Resources) Regulations 2014’ under The Care Act 2014. 

In depth knowledge of social security legislation/state benefits including any impact on care charges. 

Ability to interpret and convey complex financial and/or legal concepts associated with financial assessments to non specialists. 

A thorough understanding of the problems encountered by vulnerable Clients & sensitivity to their needs.

A thorough knowledge of the responsibilities of Social Workers and other health care professionals 

Ability to embrace new technology and challenge existing ways of working. 

Problem solving skills and a willingness to learn and work ‘outside of the box’. 

Time management skills - able to manage workloads and priorities and work under pressure and to tight deadlines. 

Excellent written and verbal communication skills. 

Excellent numerical skills. 

Public speaking and presentation skills. 

Able to work in partnership with other departments, organisations and agencies to deliver an efficient and effective customer service. 

A team player.

	Knowledge of Legal Services Quality Mark and audit requirements.




	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.



	Other Job Information 


	Must hold a current driving license as in person visits across the County of Norfolk may be required.  

Must be prepared to work out of office hours as determined by the needs of the business.




	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.






Page 2 of 2
image1.tif




image2.png




image3.png




image4.png




image5.png
Norfolk County Council




