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Job Description   

Income Collection Assistant 

	Department 
	Resources 

	Service 
	Finance Exchequer Services 

	Grade
	E

	Reports to
	Income Collection Officer

	Responsible for 
	N/A

	Job reference
	



	Job Purpose


	Maintenance of customer records in respect of Norfolk County Council clients.

Work in conjunction with team members and departmental colleagues, to ensure efficient and timely production of invoices/credit notes on behalf of Norfolk County Council.

Resolve customer and/or departmental queries in relation to collection of income on behalf of Norfolk County Council.


	Context 


	The Income Team are part of Finance Exchequer Services under the Finance directorate responsible for Accounts Receivable transactions.

Finance Exchequer Services supports the internal and external customers of Norfolk County Council through the provision of relevant, accurate and timely financial transactional services for both Accounts Receivable and Accounts Payable.




	Accountabilities 

	Creation and maintenance of Oracle customer records to facilitate efficient invoicing, payment and refund arrangements for Norfolk County Council.


	To liaise with departmental staff regarding customer set up and invoicing arrangements and deal with related queries.


	To raise invoices and credit notes in respect of Norfolk County Council departments as required, including Social Care integrated invoice runs.


	Setting up and collecting Direct Debit payments on customer accounts

	To process payments received for school transport to enable travel passes to be sent out to students


	To deal with customer/departmental queries.


	Work with and support Credit Control and other income colleagues in FES providing an efficient income collection service, including resolution of any queries raised.
Running the process which prints and emails all Norfolk County Council invoices


	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 Receivable 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 particular experience of Income Systems (Oracle)


	
	Experience in a local government finance setting


	Skills:

	Essential
	Desirable

	Ability to manage workloads and priorities to meet specified deadlines with minimum supervision

	

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

	

	Excellent two way communication skills

	

	Able to identify, investigate and solve problems

	

	Excellent attention to detail and accuracy

	

	Good analytical and research skills

	



	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 (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	May be required to work out of hours at year end




	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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