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	Role Title
	Finance and Provision Officer

	Job Family
	Families 

	Location
	Integrated Disability Service

	Pay Range / Scale
	Indicative PO2 

	Purpose

	To provide specialist support to organise and control a professional service area to ensure the delivery of high quality, cost effective services that meet the Council’s, professional and legislative requirements; delivering positive outcomes for service users.  



	Organise and deliver work programmes within a specialist area to meet established operational targets. Make operational decisions and prioritise work taking account of stakeholder requirements.
	The service is delivered to the quality, Council, professional and legislative standards required.

Integrated service development and delivery is informed by client, partner and stakeholder views, latest thinking, good practice and legislative requirements.

Policies, procedures and controls ensure that the area of responsibility is compliant with all relevant legislation, codes, regulations, guidelines, standards and best practice.

Work is completed on time and to the quality and standards required.

Changes to priorities are accommodated. 

Service delivers excellent customer service.


Value for money is achieved.



	Manage and evaluate information / data / feedback. Maintain all required records and information using the appropriate systems. Inform and support organisational decision making.  
	Information / documentation are managed effectively and efficiently.

Reports and plans are reviewed regularly and updated as required.

	Provide specialist advice, guidance and support to colleagues, customers, providers, suppliers and /or other stakeholders. Interpret and resolve complex queries and issues. 

Proactively identify areas of potential concern. 


	Specialist advice, information, interpretation and support are provided on technical / professional issues within the area of responsibility.

Complex issues are managed through to a satisfactory conclusion, or escalated as necessary.

Policy is accurately and appropriately applied. 

Learning from complaints / issues is embedded within the service.

	Ensure the necessary standards relating to safeguarding best practices/protocols are effectively communicated, monitored and maintained.
	Safeguarding standards are monitored and maintained in compliance with Council policy.



	Manage risk within area of responsibility. Ensure all stakeholders are aware of and comply with relevant regulations and procedures.


	Potential risk is identified and mitigation is planned.

Risk registers are maintained as required.

Statutory and procedural compliance is ensured.

Risk to the Council, stakeholders and customers is minimised.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Job Specific Accountabilities:

	Delivering the financial and operational systems for the provision of identified services to service users ensuring they are cost effective and deliver positive outcomes.  


	Ensure the allocation of resources and entitlements for service users is transparent, cost effective, within set budgets and proportionate.  

Effective financial and data systems are in place using Council frameworks and procedures.

Process payments and other financial transactions ensuring the correct financial procedures are observed and all transactions are processed and recorded correctly.

Performance is reported accurately and concisely to a range of internal and external stakeholders as required

Relationships with providers are open, collaborative and constructive.



	Develop, implement and maintain contracts, systems, data, standards and / or procedures within area of responsibility. Contribute to policy, process and strategy development and delivery.
	Policies, systems, data, procedures, performance criteria etc. meet all identified requirements.

Changes are designed, developed, tested, approved and implemented effectively within Council procedures and frameworks.
Changes are communicated effectively and appropriately.

	Support projects and services within specialist field, or contribute to larger programmes effectively engaging with stakeholders as required.
	Projects and services are delivered to agreed specification, timescales, governance requirements and budgets.

Input is provided to wider service planning, improvement and development activities.

Service user / stakeholder views are available to inform recommendations. 

All project documentation and reports are completed correctly.



	Monitor and report on performance/ service standards. Analyse information and identify issues for action / further review. Proactively manage contracts within area of responsibility as required.
	Monitoring activities are planned and undertaken according to relevant guidelines / procedures.

External inspections are supported.

Performance is monitored to ensure contractual compliance and specified outcomes.

Quality, performance and / or other management information is provided accurately to the required timescales.

Appropriate action is taken to address any issues or escalate as necessary.

Value for money is achieved.

	Support partnership arrangements and develop partnership working within area of responsibility.
	Partnership working improves clarification of requirements / service delivery.

Analysis and planning are co-ordinated across partnerships.

Partnership working groups produce valid and timely outputs.


	Nature of Contacts 

Diverse internal and external contacts, to represent the service, provide expert advice, guidance and support on complex issues. Consult with stakeholders to identify requirements. Support the communication of changes by contributing to policy, strategies and working practice both internally and to partner organisations / stakeholders. 

Build and sustain effective relationships with all internal and external stakeholders. Work in partnership with internal and external contacts to develop and maintain joint working and promote the Council position.

Deal with people at all levels confidently, sensitively and diplomatically.



	Procedural Context

Work within a policy framework and regulatory guidelines, applying knowledge of systems, procedures and best practice. Agree objectives and standards to meet, within service plan. 

Providing robust challenge and support to providers to ensure services are delivered, value for money and the achievement of Council priorities. Support senior colleagues in dealing with underperforming providers and issues from service users as and when required.

Exercise professional judgement in assessing complex stakeholder requirements, potential risk and quality assurance of service. Monitor and evaluate performance / service delivery, ensuring all parties are informed of progress / issues as required. Mitigating and managing safeguarding risks and resolving issues swiftly and effectively.

Knowledge and experience is required to contribute to resolving complex issues and proactively anticipate and mitigate problems. Design and develop solutions which enhance the quality and efficiency of the service. Flexible and adaptive, to respond to a range of situations. 

Evaluate alternatives, generate options and contribute to policy, service and strategy development within specialist area.

Provide support to customers /colleagues /stakeholders through applying knowledge of systems, procedures and best practice. Advise on how procedures / guidelines should be applied within own area of work.



	Key Facts and Figures

Responsible for monitoring / processing /reconciling significant financial transactions / budgets.
Appropriate DBS Clearance 


	Resourcing

Budget Responsibilities:  tbc  
Supervisory Responsibilities: none 


	Competency Level:  Principal Officer 


	Knowledge, Skills and Experience 
· Substantial relevant experience of working in the service area / related profession field, with evidence of work responsibilities appropriate to the role and appropriate level of expertise.
· Authoritative knowledge of relevant systems, policies, processes, regulations, professional guidelines and legislation relevant to the specialist work area.
· Proven ability to build relationships, engage effectively and influence customers, partners and stakeholders, in complex situations.
· Substantial experience of relationship management, including providing robust challenge and working with providers to deliver improvements.
· Knowledge and experience of operating in a local authority or similar, environment.
· Proven ability to manage conflicting and changing priorities and the ability to work under pressure.
· Excellent planning and organisational skills, to manage a range of complex activities and to achieve given targets and objectives.
· Ability to manage, interpret and present large amounts of performance and other data from providers, highlighting key messages and areas of strength and weakness.
· Excellent ICT skills, including the ability to full utilise Microsoft Office products, particularly Excel (essential) and Access (desirable) and social care record/data systems.
· Experience in financial management.
· Excellent organisational and administrative skills.
· Excellent communication, interpersonal and negotiation skills. 


	Indicative Qualifications
Educated to degree level or equivalent by experience

Relevant professional qualification (desirable)  

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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