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	Reports to:
	Assistant Commercial Services Manager
	

	Employee Supervision:
	Up to 30 Employees
	Grade:
	8
	Profile Ref:
	90549

	Purpose of the Post

	Assist in providing managerial support in one of the following financial services functions across shared and commercial services, dealing with complex service requests.

	Responsibilities

	· Assist in the management of the shared and commercial financial services support across 3 main functions (pay, payments and reconciliation),covering payroll, employee admin, trading services, payment processing, premier supplier scheme,  financial assessments (including visiting vulnerable customers in their own homes), compliance management, financial advice and support (including schools), VAT returns, BACS processing, bank reconciliation, insurance claim handling, pensions, compliance management and statistical returns.

	· The job requires the use of the council's financial management systems to undertake high-level, complex financial operations, dealing with payments and reconciliations.

	· Assisting in driving forward and growing the business to deliver the anticipated market share and profit in line with the business plan including identifying and developing shared services opportunities.

	· Support the delivery of the division’s performance linked to corporate objectives and assist in development of actions to deal with exceptions.

	· Support the continuous cycle of business re-engineering ensuring improvements across all functional areas to drive forward efficiencies by continuously adapting, designing, monitoring and reviewing working practices, procedures and systems, making suggestions and implementing improvements to enable continued development.

	· Assist in the management of workloads and backlogs and monitor the accuracy and throughput of work to ensure performance targets are met.

	· Be responsible for the management of a team, co-ordinating workloads, providing support and guidance, dealing with recruitment, motivation, training, welfare and discipline issues as appropriate.

	· Provide assistance to managers as requested, including assisting with the implementation of operational procedures. 

	· Respond to, investigate and resolve complex queries, issues and disputes arising from customer queries and service providers, ensuring a customer focussed service, keeping them informed of progress and actions, providing advice, guidance and information as appropriate. .

	· Ensure the accurate calculation and timely processing of financial information, maintaining accurate records using corporate electronic systems and spreadsheets, ensuring information is stored appropriately and confidentially.

	· Maintain controls in accordance with legislation and procedures to minimise fraud and overpayments.

	· Administer complex documentation and correspondence as well as prepare complex reports and statistical returns to drive forward effective compliance management. 

	· Liaise, negotiate and collaborate with internal and external stakeholders including managers, employees and members of the public, ensuring information and communication links are maintained.

	· Undertake duties whilst dealing with interruptions, queries and conflicting demands arising from customer queries and requests, ensuring strict deadlines are met, dealing with complaints and difficult customers.

	· Work on a flexible basis to cover financial service activities as and when required.

	Education and Training
	Measure
	Rank

	· Level 4 qualification in a relevant area. 
	A/C
	E

	· Training on Microsoft Office e.g. Word, Excel, PowerPoint.
	A/I/T
	D

	Relevant Experience
	Measure
	Rank

	· Significant experience in a Financial Services environment at a supervisory level.
	A/I
	E

	· Experience of contributing to procedure formulation / changes in working practices.
	A/I
	E

	· Experience of developing and managing service improvements.
	A/I
	E

	· Experience in performance management ensuring the delivery of services to meet objectives.
	A/I
	E

	· Experience in the use of IT and Microsoft Packages.
	A/I

A/I
	E

E

	· Previous local government experience using authority based systems.
	A/I
	E

	· Experience in customer services.
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of software packages and management information systems.
	A/T
	E

	· Knowledge of local government financial procedures and statutory regulations.
	A/I
	E

	· Ability to implement processes related to financial regulations and legislation.
	A/I
	E

	· Knowledge of the Data Protection Act and an ability to respect and promote confidentiality.
	A/I
	E

	· Knowledge of operating in a commercial environment
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Strong communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders.
	A/I
	E

	· Ability to lead, motivate and manage teams, providing support, supervision and development of the workforce.
	A/I


	E



	· Ability to adopt an effective approach to problem-solving, adapting to changes in circumstance or information.
	A/I
	E

	· Well developed ability to manage a challenging and diverse workload under pressure and to deadlines, using own initiative and demonstrating skill in work prioritisation organisation and time management.
	A/I
	E

	· Accurate and methodical in the preparation of documentation /data/information/reports.
	A/T
	E

	· Ability to work as part of a team and in partnership with others to deliver common goals.
	A/I
	E

	· Ability to work in a customer focused environment
	A/I
	E

	· Ability to take ownership for delivery of own tasks and workload.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's vision, values and behaviours – working together, honesty, excellence and pride.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E


